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This instruction provides guidance and procedures for receiving, distributing, requisitioning, managing
and warehousing publications and forms used by all levels of command. It states who is responsible fo
the system and describes the relationship between the Subaccount Representative (SAR), Custom
Account Representative (CAR), Publishing Distribution Office (PDO), and the Air Force Publishing Dis-
tribution Center (AFPDC). It implements AFPD 37Air Force Information ManagemenfOperating
procedures in AFM 4-20%ublishing Distribution Office System (PDOS): RO11/BZ, End Users Manual
apply to those PDOs using the Publishing Distribution Office System (PDOS), except the procedures pre-
scribed herein for handling classified and accountable items which are mandatory for all. Automated
printouts may be used in lieu of AF forms between the CARs/PDOs and PDOs/PDMs. In emergency Sit-
uations PDOs may submit automated products to the AFPDC in lieu of AF Forms 124/764.) This instruc-
tion applies to all Air Force commands, activities, and all personnel, including US Air Force Reserve and
Air National Guard units, who take part in the requirements and distribution process. Commands and
installations will spell out CAR and SAR responsibilities by incorporating current local procedures into a
command AFI or by supplementation. Users should send comments and suggested improvements on A
Form 847 Recommendation for Change of Publicationthrough channels, to SAF/AAIP, 170 Luke
Avenue, Suite 300, Bolling AFB DC 20332-5113. Any organization may supplement this volume. Major
commands (MAJCOM), field operating agencies (FOA), and direct reporting units (DRU) will send one
copy of their supplement to SAF/AAIP; other commands will furnish one copy of each to the next higher
headquarters.

(AFRC) This supplement implements and extends the guidance of Air Force Instruction (AFI) 37-161, 3
February 1997. It is intended for use by all customers of the Command Publishing Distribution Center
(CPDC). The AFI is published word-for-word without editorial review. Air Force Reserve Command

supplementary material is indicated by "(AFRC)" in boldface type. This supplement describes Air Force



Reserve Command procedures to be used in conjunction with the basic instruction. Upon receipt of this
integrated supplement discard the Air Force basic.

SUMMARY OF REVISIONS
This document is substantially revised and must be completely reviewed.

This interim change (IC) 97-1 provides guidance for managing the dissemination of documents in an elec-
tronic environment; it also updates figure 1.1.

(AFRC) This revision deletes all references to the Automated Publications Management Program
(APMP), changes all references from AFRES to AFRC, updates office symbols, and adds an organiza-
tional e-mail address for contacting the CPDC. It specifies maximum use of electronic publications and
forms (paragraph 1.1.6), makes OPRs responsible for X distribution required for electronic publications
(paragraph 1.2.1), requires tenant RPDOs to conduct accountable form inventories (paragraph 1.8.5),
makes the unit PDO/RPDO responsible for updating unit publication servers and establishes new update
methods (paragraph 1.9.1.4), requires use of PDOS to manage customer accounts except for tenant unit
RPDOs that request an exemption (paragraph 1.10), exempts PDOs/RPDOs from posting indexes that are
updated by the source at least monthly (paragraph 1.16), changes the due date for the Management Data
Report for Distribution of Publications and Forms to 30 March each year (paragraph 1.17.3), reduces the
frequency of the Backorder Report to quarterly (paragraph 1.19), changes frequency of the Requirements
Extract Report from monthly to as requested (paragraph 1.20), and removes requirements for printing and
submitting certain APMP and Publishing Distribution Office System (PDOS) reports (previous attach-
ments 4 and 5).
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Chapter 1
THE SYSTEM EXPLAINED

Section 1A—How the System Works

1.1. The Basic SystenThe publications and forms distribution system works on the principle of
demand. Although there are variations in the system, which are explained in paragraph 1.2, this deman
system works basically as follows:

1.1.1. The customers determine their needs, communicate these needs to their Customer Accour
Representative (CAR), and await receipt of the requested material. Forms orders for customers will be
accomplished on a 60-day cycle and not every month. Customers are authorized to stock up to ¢
60-day supply.

1.1.2. The CARs submit the consolidated transactions for all of their customers to the Publishing Dis-
tribution Office (PDO).

1.1.3. The PDO consolidates requirements submitted by CARs and sends them to the Air Force Pub
lishing Distribution Center (AFPDC), Command Publishing Distribution Center (CPDC), or other
supply source.

1.1.4. The AFPDC or CPDC receives the consolidated requirements from PDOs and makes bulk dis-
tribution to them.

1.1.5. The PDO receives the material and distributes it to CARs who in turn distribute to their subac-
count representatives (SAR).

1.1.6. Generally, the AFPDC and CPDC will no longer distribute paper copies of publications and
forms which have electronic versions. The purpose and use of the publication or form will determine
whether they will be distributed as paper products or available only in an electronic version. In some
cases publications and forms will remain as paper-based products, i.e., classified, FOUO, and publica
tions which will be carried in aircraft or as pocket references, and specialized publications such as
Professional Fitness Exam (PFE Study Guides). Also, forms such as ID cards, decals, tags, medice
folders and sets will remain as paper products.

1.1.6. (AFRC) Use electronic publications, forms, and electronic means of access whenever possible.
The AFRC Electronic Publications InfoBase on the LAN and CD-ROM are the official publication
repositories. Paper copies printed from the electronic publications InfoBase are for reference only.

1.2. Variations in the System

1.2.1. Distribution by the Office of Primary Responsibility (OPR). When OPRs consider it necessary,
they may distribute publications directly to specified addressees.

1.2.1. (AFRC) When publications are available electronically, OPRs are responsible for making any
paper-media X distribution required for the publication.

1.2.2. Interdepartmental Distribution. The PDOs may issue small quantities of departmental publica-
tions to other government agencies. However, if the PDOs need a large quantity of publications, they
must prepare and submit a formal request as explained in paragraph 2.13.7.



1.2.3. Distribution. Host base PDOs will provide all departmental and field publications and forms
support to all customers. PDOs will transmit orders directly to distribution sources (i.e., appropriate
MAJCOM, numbered Air Force, wing, base) by electronic means (modem, local area network, and/or
diskettes). The lowest common denominator for transmission will be diskettes. Process all requests
with equal priority. PDOs will provide customers with paper copies if the customer does not have
access to electronic product repositories.

1.2.3. (AFRC) Air Force Reserve Command tenant RPDOs order paper-only AFRC publications and
forms directly from the AFRC CPDC at e-mail address afrc.scsid@afres.af.mil, not through the
host-base PDO. AFRC units obtain paper-only Gaining Major Command (GMAJCOM) publications
and forms from the host base PDO, or as outlined in the GMAJCOM supplement to this AFl. AFRC
PDOs/RPDOs will provide customers with paper copies if the customer does not have access to elec-
tronic product repositories, or when unigque mission requirements fully justify the need to provide
paper media. Requester must submit written justification to the SCB for approval/disapproval.
NOTE: (HQ AFRC Only) HQ AFRC staff agencies having a recurring need for paper-only GMAJ-
COM publications must obtain ACC and AETC publications from 78 CS/SCSPD; obtain all other
paper-only GMAJCOM publications from HQ AFRC/SCSID.

1.2.3.1. When a MAJCOM requires the use of its own publication for training its own personnel
in Air Education Training Command (AETC) schools, it will make distribution direct to those
schools, as requested by AETC school administrators.

1.2.3.2. Oversea and continental United States (CONUS) MAJCOMs will distribute publications
to dual-base units as outlined in a joint agreement.

1.3. Activities Eligible To Have Customer Accounts With the PDOTo guarantee responsible ser-

vice, the number of customer accounts must not be greater than PDO resources can support. Therefore,
CARs must distribute publications and forms to other offices in their own organization Only one account

is authorized per unit unless units are geographically separated and would require BITC use a second time
to distribute to that account. Each of the following activities is eligible to have one customer account each,
with the PDO:

1.3.1. Above wing level-deputy chiefs of staff and directorates.

1.3.2. At wing and group level-divisions and higher level offices.

1.3.3. Squadrons.

1.3.4. Detachments and flights which are not located on their parent installation.

1.3.5. Contractors having government contracts and located in the support area of the PDO. The con-
tract limits those publications a contractor can receive. The contracting officer must forward a letter to
the PDO citing the contract number, duration of the contract, and number and type of publications
required. If additional publications are required or if the contract is extended, the contracting officer
must provide written documentation to the PDO to substantiate the action. The contracting officer
arranges to stop distribution once the contract is terminated. In some cases due to the nature of the
contract, the contractor needs only one-time issues, and the PDO need not issue a CAR account. Fol-
low the instructions of the contracting officer in making these issues.
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1.3.6. Activities that are operating in unusual circumstances, and the PDO needs to establish a cus
tomer account to furnish adequate service. The MAJCOM or base IM authorizes the account under
these circumstances.

1.3.7. (Added-AFRC) Activities Eligible to Have a Reserve Publishing Distribution Office (RPDO)
Account: AFRC numbered air force (NAF), AFRC base PDOs, and AFRC units located on another
MAJCOM base.NOTE: Under normal circumstances, only one RPDO account is authorized on a
base. When two AFRC units of comparable size are collocated, the larger of the two (or the one mos
capable of supporting the remaining units on the base and in the surrounding area), is designated ¢
the RPDO.

1.3.8. (Added-AFRC) Activities Eligible to Have an AFRC Customer Account Representative
(CAR) Account: HQ AFRC Staff Offices (includes 951 RSPTS, 952 RSPTS, Air Force Reserve
Recruiting Squadron, and Band of the Air Force Reserve).

Section 1B—Who Controls the System

1.4. Responsibilities of HQ USAF/SC, DCS Communications and Informatioand SAF/AAD,
Directorate of Departmental Publishing.

1.4.1. HQ USAF/SCMV Responsibilities. Sets policy for Air Force-wide distribution of publishing
products (Publications and Forms) to include electronic products. (See figure 1.1 for management
relationships.)

1.4.2. SAF/AAD Responsibilities:
1.4.2.1. Manages the operations of the AFPDC.
1.4.2.2. Publishes the Air Force Publishing Bulletin (AFPB).
1.4.2.3. Maintains electronic repositories.

1.4.2.4. Maintains an Air Force Liaison Office (AFLO) at the AFPDC to which Air Force activi-
ties can direct inquiries about non-electronic transactions at the AFPDC.

1.4.3. Delete.
1.4.4. Delete.
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Figure 1.1. Air Force Publishing System.
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1.5. Responsibilities of the Major Command and Field Operating Agency IV.

1.5.1. Sets command-wide policies for efficiently operating their CPDCs, for distributing publica-
tions and forms, and for storing accountable and storage safeguard forms within their commands.

1.5.2. Issues a command PB to regularly inform PDOs and customers about changes in the status of
command publications and forms.

1.5.3. Establishes and maintains a CPDC for distributing, storing, and resupplying command publica-
tions and forms.

1.5.4. Appoints a command PDM, who has extensive knowledge and experience in publications and
forms distribution matters, to assist in performing the above responsibilities.

1.5.4. (AFRC) The Chief of the Data Management Section (HQ AFRC/SCSID) is the Command
Publishing Distribution Manager (PDMNOTE: The mailing address of the Command Publishing
Distribution Center (CPDC) and PDM is HQ AFRC/SCSID, 155 2ND ST, ROBINS AFB GA
31098-1635. The organizational e-mail address is afrc.scsid@afres.af.mil.

1.5.5. Sends SAF/AAIP the name, grade, and telephone number of the PDM.

1.6. Responsibilities of the Major Command and Field Operating AgencPDM.
1.6.1. Manages the operations of the CPDC.

1.6.2. Makes sure that the PDO at each host base services all organizations assigned to, or tenanted
on, their base.
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1.6.3. Makes regular visits to all PDOs, evaluates their procedures, and helps solve problems.
National Guard Bureau personnel will visit Air National Guard units when essential to meet mission
requirement.

1.6.4. Recommends to SAF/AAIP the activation of new PDO accounts needed in the command,; jus-
tifies the request and makes sure that it is in accordance with the policy of assigning only one PDO a
each base.

1.6.5. Continuously reviews assigned PDO accounts to be sure they are still essential and consoli
dates accounts when possible.

1.6.6. Cancels PDO accounts within the command; advises the AFPDC of the cancellations.

1.6.7. Trains new PDOs and explains command policies and procedures for ordering publications anc
forms and establishing initial distribution requirements with the AFPDC, CPDC, or other supply
source.

1.6.7. (AFRC) We encourage newly assigned base PDOs/RPDOs to receive initial PDO training
from the CPDC upon assignment to the position. The Chief of Information Systems (Unit/SCB)
determines when the training is needed and forwards request to HQ AFRC/SUSITE: Before

SCB schedules new PDO/RPDO training, ensure that trainee has received basic computer, MS-DOS
and Windows 95 training.

1.6.8. Provides command publications and forms kits for each newly activated PDO facility within
the command. As a minimum, the kit should include command supplement to AFI 37-161, publica-
tions and forms indexes, and command forms.

1.7. Responsibilities of the Air Force Materiel Command (AFMC)Prepares and publishes proce-
dures for distributing technical orders, AFM 67-1, tables of allowances, and US Air Force, Department of
Defense (DoD), and other federal supply catalogs and related publications.

1.8. Responsibilities of the Base Chief of Information Management.
1.8.1. Appoints a Publishing Distribution Officer (PDO).

1.8.1. (AFRC) On AFRC bases, the base PDO is designated as the RPDO. On installations where
two or more AFRC units are tenants, the senior AFRC unit Chief of Information Systems or com-
mander designates a primary and an alternate RPDO to support all AFRC units on the base and in th
surrounding areaNOTE: Use AF Form 1846Request for and Record of Customer Account
Representative Designatiopnand furnish a copy to HQ AFRC/SCSID.

1.8.2. Makes sure that the PDO services all eligible accounts.

1.8.3. Manages the PDO function and facility by making frequent inspections, by giving the PDO
adequate assistance and support, and by providing enough personnel to perform the PDO functior
Gives particular attention to procedures on accountable forms and classified material, to ensure
required documentation to support receipts, issues, inventories, destructions, and records retentio
requirements is available.

1.8.3. (AFRC) In addition to the inspections required by this paragraph, PDOs/RPDOs use the HQ
AFRC/SCSID IG Checklist for conducting surveys of the PDO/RPDO function. Accomplish the sur-
vey as often as needed but at least annually.
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1.8.4. Evaluates and approves requests from PDOs to acquire and install powered equipment for dis-
tributing and storing publications and forms. Complies with AFM 67-1, volume 7, part 1, in those
instances where proposed systems fall within the definition of Air Force Mechanized Materials Han-
dling Systems (MMHS). Carefully evaluates installation of this type of equipment to realize man-
power savings, space or increased productivity.

1.8.5. Arranges for a person from outside the IM function to conduct inventories of accountable
forms every 6 months and when a new PDO takes over the account, as required by paragraph 4.3.3.
The designated person must be a different individual for each inventory and must be a Master Ser-
geant or GS-7, or above.

1.8.5. (AFRC) The Chief of Information Systems at AFRC tenant RPDOs also designates a person to
inventory accountable forms records.

1.8.5.1. The contractor performs these functions for PDOs managed and operated under contract.

1.8.5.2. The quality assurance evaluator (QAE) makes special monthly checks of operations per-
taining to accountable forms to be sure that records are maintained correctly; that required con-
trols are exercised; and that the forms are properly safeguarded.

1.8.6. Make sure that the PDO is included in the base Local Area Network (LAN) to be used (where
applicable) for dissemination of electronic products.

1.9. Responsibilities of the Base Publishing Distribution Office (PDOThe PDO plans, organizes,
and operates an efficient and economical central distribution activity based on the policies and procedures
outlined here (and as supplemented by major and intermediate commands). Specifically, the PDO:

1.9. (AFRC) The RPDO has the same responsibilities as the PDO in performing PDO functions. Con-
sider any references in the basic publication to PDO as RPDO, AFPDC as CPDC, and so forth. Excep-
tion: Tenant unit RPDOs do not perform BTODO functions.

1.9.1. Maintains authorized stock levels of publications and forms to ensure that customers are able to
obtain adequate quantities in time to meet mission responsibilities. Base PDOs are not required to
stock other command publications and forms.

1.9.1.1. Disposes of excess stocks.

1.9.1.2. Keeps prescribed records, including accountability records for classified publications and
accountable forms.

1.9.1.3. Performs the base technical order distribution office (TODO) function, as outlined in
AFPD 21-3 (formerly designated as AFR 8:Air Force Technical Order Syst, and TO 00-5-1/

00-5-2.

1.9.1.4. Logs onto the AF WWW site (http://afpubs.hq.af.mil) or the AFPDL on the 15th of each
month, downloads publication files from a separate file designated as those pubs produced during
the prior 30 days, and prints and fills orders for customers who have requirements for paper publi-
cations.

1.9.1.4. (AFRC) HQ AFRC/SCSID logs onto the AFPDL twice weekly and downloads new and
revised publications to the AFRC LAN. PDOs/RPDOs, in turn, update unit publication servers by
one of the following methods:
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1.9.1.4.1. (Added-AFRC) Receiving weekly automatic server replication from HQ AFRC/
SC.

1.9.1.4.2. (Added-AFRC)Downloading weekly update files provided by HQ AFRC/SCSID.
1.9.1.4.3. (Added-AFRC)Copying files from monthly AFRCEPL CD-ROM disk.

1.9.2. Monitors the quality of publishing distribution support to the base. Advises the base IM of
major problem areas that degrade the distribution operation and recommends corrective action.

1.9.3. Assigns each CAR an account number for use in distributing publications and forms. A unit
designates a CAR by completing an AF Form 1iRequest for and Record of Customer Account
Representative Designatio (figure 1.2).

1.9.3. (AFRC) PDOs, RPDOs, and HQ AFRC CARs are exempt from identifying functional libraries
supported on AF Forms 1846 sent to the CPDC. Completion of this portion of the form is optional at
unit PDOs/RPDOs. HQ AFRC CARs and tenant units comply with host base and GMAJCOM
instructions for AF Forms 1846 sent to those agencies.

1.9.3.1. Conducts orientation and training programs to inform CARs about operating policies and
procedures and the aims of the distribution system; also, assists CARs in maintaining high quality
service to their customers. As a minimum, the PDOs will cover the following areas in the training
programs:

1.9.3.1. (AFRC) Considering the local situation and availability of the CAR, the Chief of Infor-
mation Systems establishes time frames for training newly designated (NOTE: In addition

to the training specified in basic paragraph, provide PDOS training. Record training dates on AF
Form 1846 and in the Publishing Distribution Office System (PDOS).

1.9.3.1.1. Revalidating requirements (changing and canceling).

1.9.3.1.2. Using PBs.

1.9.3.1.3. Processing requests for X Distribution items.

1.9.3.1.4. Accountable and storage safeguard forms procedures.
1.9.3.1.5. Disposing of excesses maintained by CARSs.

1.9.3.1.6. Using the three types of distribution in the system (F, L, and X).
1.9.3.1.7. Preparing requisitions and requirements requests.

1.9.3.1.8. Using and preparing AF Form 18Request for and Record of Customer
Account Representative Designatic.

1.9.3.1.9. Detailing CAR responsibilities.

1.9.3.1.10. Stocking forms to support the USAF War and Mobilization Plan (WMP) and other
emergency plans.

1.9.3.1.11. Types of service available from the PDO (Self Service, Counter Service, Emer-
gency procedures).

1.9.3.1.12. Furnishes copies of the PB in quantities determined by the CAR.

15



1.9.3.1.13. Surveys and consolidates customer distribution requirements and requisitions and
sends them to the proper distribution source. PDOs with Automatic Digital Network (AUTO-
DIN) capability must submit requirements and requisitions to the AFPDC using this system.

1.9.4. Advises and helps the base IM in documenting staff actions that affect the PDO function (such
as programming for unit gains and losses, mission changes, etc.). Uses the data obtained to develop
new requirements for publications and forms.

1.9.5. Establishes or revises local procedures to meet changing needs. In addition:

1.9.5. (AFRC) Include the procedures in a supplement to this AFI and furnish a copy to HQ AFRC/
SCSID. Also include procedures for the frequency of issue and customer use of products produced by
PDOS. Specify how the unit disseminates publications and forms received in electronic publishing
format. Provide local procedures regarding reproducing, distributing, and storing PerFORM PRO/
FormFlow-compatible electronic forms (EF) provided over the Local Area Network or World Wide
Web.

1.9.5.1. Acts on reports of staff visits, inspections, etc., that identify publications and forms distri-
bution problems.

1.9.5.2. Interprets higher-headquarters directives that affect the distribution system, particularly
instructions issued in the HQ USAF and command PBs, and ensures prompt compliance.

1.9.6. Keeps an individual publications set, which includes current copies of at least:

1.9.6. (AFRC) Access to publications on CD, LAN, or WWW fulfills the requirement for an individ-
ual publication set. Paper copies need not be printed, except for indexes that require posting.

1.9.6.1. All AF indexes (AFIND) and a copy of the Air Force Electronic Publication Library
(AFEPL), or access to the Air Force Publishing Distribution Library (AFPDL).

1.9.6.1. (AFRC) PDOs/RPDOs post all indexes for items they receive, issue, or stock on a regular
basis, except as exempted in paragraph 1.16 and paragraph 1.16.1.2.

1.9.6.2. AFI 37-161.

1.9.6.2. (AFRC) Also have access to AFRC, MAJCOM/FOA/DRU and local supplements to this
AFlI, for which the PDO/RPDO has been designated as a customer account.

1.9.6.3. AFM 4-205.

1.9.6.4. AFPD 21-3; AFI 21-401 (formerly designated as AFR 67Engineering Data Distri-
bution and Contr¢; and TO 00-5-1/00-5-2.

1.9.6.4. (AFRC) (AFRC bases only Also keep TOs 00-5-2-2 and 00-5-2-102.

1.9.6.5. S-2A-1Index of USAF Stock Lists, Department of Defense Federal Supply Catalogs and
Related Publicatior. s

1.9.6.6. JANAP 201(C). Since this is a classified publication, it should only be available for ref-
erence as prescribed by the base IM.

1.9.6.7. Air Force PBs for the past 12 months (see AFI 37-133, V2 [formerly designated as AFR
4-20, volume 2]Disposition of Air Force Records - Records Disposition Sch). lule
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1.9.6.7. (AFRC) (AFRC bases only Keep AFRC and GMAJCOM PBs for 12 months. Copies
may be electronic or paper.

1.9.7. Immediately notifies the AFPDC of any change in the mailing address.

NOTE:

Government contracts that specify the government will provide publications and forms requisitioned by
the DCASMA, DCASR, AFPRO, or NAVPRO having jurisdiction over the government contractor. Sub-
mit requisitions to the AFPDC using procedures in paragraphs 2.4, 2.13, and 2.15. Limit distribution to
Air Force departmental publications and forms.

1.9.7. (AFRC) Also notify HQ AFRC/SCSID of any change in mailing address.

1.9.7. (AFRC) NOTE: Air Force contractors who need AFRC publications and forms to perform
contractual duties under OMB Circular Number A-76 obtain them by establishing an account with the
host base PDO according to the unit Performance Work Statement (PWS).

1.10. Responsibilities of the Customer Account Representative (CAR).

1.10. (AFRC) Unit and HQ CARs use PDOS to manage their accounts with the PDO/RPDO and CPDC.

Exception: AFRC tenant unit RPDOs do not have to implement the PDOS program if the volume of their
requirements and requisitions does not justify the need. However, the host base PDO and CPDC has
agree to some alternate method of receiving and tracking the units’ requirements/requisitions. Tenant uni
RPDOs wanting to request an exemption must send an e-mail to afrc.scsid@afres.af.mil explaining the
reason for the request. AFRC host-base PDOs are not exempt; however, they may grant exemptions |
their CARs.

1.10.1. In every Air Force organization, the CAR is a person who obtains forms and publications
from the local PDO. The CARs qualifications should include familiarity with the organization's mis-
sion, stability in the assignment, and knowledge of the system. It is not necessary to limit the CARs
selection to the Information Management and Administration career field (3A0X1).

1.10.1. (AFRC) Where possible, designate a full-time person as the CAR. The CAR may be military,
civilian, or air reserve technician (ART) and there are no grade restrictions. Summer hires may assis
in performing some of the associated duties of the CAR, but may not be assigned the duty full-time.

1.10.2. Each CAR account should have an alternate person to perform duties in the absence of th
CAR.

1.10.2.1. Establish quantity requirements with the PDO for Functional "F" and Limited "L" distri-
bution items and for other miscellaneous items that are in printed format. Ensure that the organi-
zation is included in the Base Local Area Network (LAN) to provide the organization access to
electronic products.

1.10.2.1. (AFRC) RPDOs and CARs submit PDOS requirements by e-mail. Send requirements
and requisitions for products stocked by the AFRC CPDC to afrc.scsid@afres.af.mil.

1.10.2.2. Keep requirements up-to-date and maintain current records. Ensure requirements fol
paper copies are deleted whenever there is access to electronic publications or forms.

1.10.2.2. (AFRC) The CPDC deletes AFRC publications and forms from their PDOS database
once the items become available electronically. PDOs/RPDOs may delete requirements for any
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publication or form for customers who have electronic access; however, PDOs/RPDOs must sup-
port customers who still need paper copies.

1.10.2.3. Submit requisitions for extra copies of publications and forms the organization needs.

1.10.2.4. Provide instructions to SARs on using the Publishing Bulletin (PB), canceling require-
ments for items no longer needed, and ordering only those items and quantities required to accom-
plish the mission.

1.10.2.5. Distribute publications and forms to the SARs.
1.10.2.6. Return excess copies of current publications and forms to the PDO.

1.10.2.7. To support the routine mission, maintain no more than a 60-day supply of forms. Under
certain circumstances, local conditions may justify keeping more.

1.10.2.8. Stock forms to support the USAF War and Mobilization Plan (WMP) and the Emer-
gency Mobility Plan. Determine what forms the organization will need to support the operations
that, under the WMP, must be self-sustaining on D-Day. Keep at least a 60-day supply of these
forms on hand, but no more than a 120-day supply. Keep the WMP stocks separate from normal
stock of forms. Keep these WMP stocks on hand and updated, but do not report them as part of
your regular inventory.

1.10.2.9. Do not try to determine D-Day quantities for publications. Make sure that all library sets
in the organization are current.

1.10.3. SARs:
1.10.3.1. Submit requirements and requisitions to CAR.

1.10.3.2. Keep initial distribution requirements up-to-date. Cancel items no longer needed, reduce
guantities when applicable.

1.10.3.3. Check to see why personnel in the office order copies of publications not on an initial
distribution list. Update requirements.

1.10.3.4. Distribute publications and forms to users.
1.10.3.5. Return excess current copies to CAR for redistribution or return to the PDO.
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Figure 1.2. Sample AF Form 1846, Request for and Record of Customer Account Designation.

42 SPS/SPAP 517 8 767-2324 2
1, OFFICE SYMBOL, 2. BLDG. NO. 3. ROOM NO. 4. PHONE NO. - 8. ACCOUNT NO.
§. COMPLETE OFFICE ADDRESS ’-ﬁ CUSTOMER ACCOUNT REPRESENTATIVE O ALTERNATE

42 SPS/SPAP TYPE OR PRINT NAME AND GRADK SIGNATURE

LORINC AFB ME 04751 |HARRY J. DOE, MSgt JLM.a T. Loe
8. CUBTOMER .ACCOUNT REPRESENTATIVE WILL 8E RESPONSIBLE FOR OBTAINING
' [sTanDARD PUBLICATIONS JL svock LisTs | t{rasis or aLLowance
LISAFEGUARD FoRMS T -] rorms nor rEauininG sPEciaL PROTECTION

ACCOUNTABLE FORMS (List}

AF 1199, AF1199A

REQUEST FOR AND RECORD OF CUSTOMER ACCOUNT REPRESENTATIVE DESIGNATION

o
.
E]
:
OTHER (Specify) 4 | UNCLASSIFIED 9. DATES OF CAR TRAINING ﬂ
CLASSIFIED (Specify) . ;
v I z
10. STRENGTH DATA (Inci igned, attached, or d on CAR for support, g
OFFICERS ENLISTED CIVILIANS E
ACTIVE 3 20 GRADED .
AIR FORCE RESTRVE AND 10 ]
AIR NATIONAL GUARD WAGE BOARD 2
11 NAME AND TITLE OF REQUESTING OFFICIAL 12. SIGNATURE . 13. DATE -‘.
JOHN A. MARSHALL, Capt, USAF v# acan a.,(,e
Comdr, 42 Security Police Sq 9 1 A M m‘j 73 s
14. AUTHORIZATION TO RECEIPT FOR ACCOUNTABLE FORMS IS} APPROVED D DISAPPROVED g
15. NAME AND TITLE OF APPROVING OFPFICIAL 16. SIGNATURE 17. DATE :.
PAUL S. GOODWIN, Col, USAF - . 3
Comdr, 42 Combat Support Gp Pl S Hoodin : €m73 T
1. OFFICE SYMBOL 2. BLDG. NO. 3. ROOM NO. 4. PHONE NO. 5. ACCOUNT NO. é
<
Figure 1.3. Sample AF Form 1856, Reverse.
FUNCTIONAL PUBLICATIONS LIBRARIES SUPPORTED
OFFICE SYMBOL SUILDING ROOM CUSTODIAN
SP 517 8 HARRY J. DOR, MSCT
- INDIVIDUAL PUBLICATIONS SETS SUPPORTED
OFFICE SYMBOL BUILDING ROOM CUSTODIAN
SPI 52 10 WALTER DOWNS
SPC 517 15 JOSEPH FORCE, SSgt
AF Form 1846, JUN 90 (Reverse) “U.8. Government Printing Olfice: 1992 — 311.79080134
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Prepare AF 1846 in duplicate and retain a copy.
a. Items 1 through 4. Use to identify your location. They are self-explanatory.

b. Item 5. If replacing a CAR, enter the assigned account number. If the activity or organiza-
tion is new, leave this item blank. The PDO will enter an account number.

c. Item 6. Enter complete mailing address.

d. Item 7. Check the proper box to show a CAR or alternate for the account. (If in an over-
seas area, the PDO may ask for a date eligible for return from overseas (DEROS) in the
space between the CAR or alternate checkmark boxes.) Prepare a separate AF 1846 for the
CAR and the alternate. After typing or printing name and grade, sign name as it would
appear on correspondence or receipts.

e. Item 8. Check those items for which requisitions or requirements will be submitted. If the
organization requires blank accountable forms, list each one in the block titled "Account-
able Forms." Also indicate the highest classification authorized in the "Classified" box to
include NATO.

f. Item 9. Leave blank. The PDO will enter these CAR training dates. However, if prior
CAR training attended, show the date of this training.

g. Item 10. Enter the strength by category (officers, airmen, and civilians) and component
(active, Air Force Reserve, and Air National Guard) of personnel assigned to the organiza-
tion. The PDO needs this information to determine quantities for items distributed based
on strength.

h. lItems 11, 12, and 13. Identify the official who requested the appointment.

i. The Reverse Side. On the reverse of this form list the function publication libraries and
publications sets supported. The base information manager (IM) and the PDO use this
information to monitor customer distribution requirements.

Section 1C—Types of Distribution Used for Standard Publications

1.11. Three Types of Distribution.There are three types of distribution for publications: functional (F),
limited (L), and special (X). Each standard Air Force publication (AFI, AFMAN, and AFPAM) carries
one or more of these symbols, usually at the bottom of the first page, telling which type of distribution it
receives. Table 1.1 shows the distribution symbol and the organization levels to which each is distributed.

1.11. (AFRC) Each standard command publication may carry one or a combination of any two of the
(F), (L), or special (X) symbols. OPRs are responsible for making any X distribution required when pub-
lications are available electronically.
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Table 1.1. Distribution Types and Their Symbols.

R A B C

U | If the distribution type is | and the activities authorized to receiveg then the alphabetical
L it are symbol is

E

1 | functional determined at local level and submitteF.

through PDO channels to the AFPDC, the
CPDC, or other bases (see para 1.12)

2 | limited designated by HQ SSC (see paragrplL.a
1.13)

3 | special designated by the OPR (see paragraX.
1.14)

1.12. How and When To Use the Functional Distribution (Symbol FUse functional distribution
when the requirements must be determined locally by the prospective customer-users as follows:

1.12.1. When planning an F-distribution, the OPR submits an advance notice of intent to issue a pub:.
lication, which is published in part I, section A of the PB. This "PB notice" states the purpose of the
publication; tells what types of units, activities, and individuals will need it; and sets a date by which
the requirements are submitted to the AFPDC.

1.12.2. CARs consolidate the requirements submitted by their SARs, and submit these consolidatec
requirements to the PDO; then the PDO consolidates the CARs requirements and submits the tots
PDO requirements to the AFPDC. Special distribution can be used in combination with F or L when
other than Air Force activities require copies.

1.13. How and When To Use the Limited Distribution (Symbol L)Solicit requirements in the PB in

the same manner as for functional (F) distribution items; see paragraph 1.11. Use "L" distribution for
base-level Standard Communications-Computer System (SCS) publications and SCS Commercial Docu
mentation. When this symbol is used, the following applies:

1.13.1. The Air Force does not distribute Air Force numbered SCS publications outside DoD. The
following statement appears at the top of the title page: "DISTRIBUTION LIMITED TO
DOD-REFER OTHER REQUESTS TO THE SCS MANAGER."

1.13.2. When HQ SSC, Gunter AFB, reprints and distributes SCS Commercial Documents, a cavea
appears on the title page to identify the scope of distribution by the Air Force as authorized by a spe-
cific vendor's contract. This caveat will be: "DISTRIBUTION LIMITED TO ORGANIZATIONS
SUPPORTED BY THE CONTRACT NUMBER . REFER
ALL OTHER REQUESTS TO THE SCS MANAGER." The blanks in this statement will identify the
vendor and the contract number. If applicable, this caveat will include the statement: "LOCAL
REPRODUCTION IS PROHIBITED."

1.14. How and When To Use the Special Distribution (Symbol X).

1.14.1. Occasionally, OPRs desire to specify which organizations receive a publication and the num-
ber of copies to be sent to each addressee, or they may specify a "ratio" distribution based on the nun
ber and types of personnel serviced. Under the "ratio" distribution, the OPR, for example, may specify
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that 1 copy be distributed for each 10 officers supported by the PDO. X distribution of a functional or
limited distribution publication (F or L), will only be accomplished when the addressee is not sup-
ported within the normal PDO channels. Activities supported by a PDO must submit their require-
ments through the servicing PDO. MAJCOMs may further supplement this paragraph to meet
requirements.

1.14.2. If the OPR wants the AFPDC to make a "ratio" distribution (for example, X -1 copy for each
10 officers), the AFPDC sends the PDO the correct number, based on the number of officers reported
by the PDO on the AF Form 1029, Management Data Report for Distribution of Publications and
Forms (see paragraph 1.17).

1.14.3. When an OPR specifies X distribution, the OPR must furnish the complete mailing address, to
include the 9-digit ZIP Code and the number of copies each is to receive. The OPR will stock and
issue all copies once initial distribution (ID) is made. PDOs will not order copies of X distribution
publications. The organization or office requiring copies of X distribution publications must send a
request directly to the OPR.

1.15. Distribution of Classified Publications.

1.15.1. PDOs should keep Secret and Confidential publications separate from those that are unclassi-
fied, even though they carry the same distribution symbols (F, L, or X) as unclassified publications
and are indexed in the AF indexes. (PDOs do not distribute classified publications through PDO chan-
nels unless directed by the MAJCOM (see below).

1.15.1. (AFRC) Classified publications may be distributed through PDO channels.

1.15.1.1. The Document Security Section, which is organizationally separate from the PDO, is
usually responsible for the physical handling of classified publications; however, the PDO is still
responsible for distribution instructions and negotiating with the AFPDC in establishing and
maintaining requirements and distribution records. The Document Security Section acts only as an
"agent" for the PDO, in distributing classified publications.

1.15.1.2. In distributing a classified publication, the security procedures in DoD 5200.1-R/AFR
205-1 take precedence over all other procedural functions. Study that publication carefully to
avoid compromising security.

1.15.2. The AFPDC distributes a classified change to a classified publication to the same addressees
as the basic publication, unless the OPR directs a change in the original X distribution list.

1.15.3. When revising a classified publication with an F or L distribution, SAF/AAIP will notify
PDOs to cancel the existing requirements and to reestablish them. Exception: If revised within 1 year
of its original date of publication, it receives the same distribution as the original, unless the OPR
requests new requirements.

1.15.4. Army, Navy, other Services, and government agencies must obtain release of classified pub-
lications through the OPR. PDOs will not issue classified publications to other Services or govern-
ment agencies.

Section 1D—What Management Tools Are To Be Used
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1.16. Using the Air Force Publishing Bulletin (AFPB) OPRs use the AFPB to inform publishers and
users of their publications requiring distribution in electronic and paper format. SAF/AAD publishes the
AFPB every 2 weeks. Part | lists publications, and part Il lists forms; each part is divided into sections that
show the status of items in all phases of work. The PDOs distribute it promptly to their CARSs, either elec-
tronically or as paper, based on their established requirements. The PDO does not maintain stock.

1.16. (AFRC) HQ AFRC/SCSID publishes the AFRC PB every 2 weeks and makes it available on the
HQ AFRC publications server for download by AFRC unit PDOs/RPDOs and via e-mail to non-AFRC
customers. AF and GMAJCOM PBs are downloaded to the AFRC publication server and are available for
download by unit PDOs/RPDOs. PBs may also be accessed on AF and GMAJCOM Web sites. The
AFRC PB follows the same format as the Air Force PB, except for Part I, Section B. Section B is titled
Gaining Command Publications Information. It lists new and revised gaining command publications
reviewed and determined to be applicable to AFRC units by HQ AFRC OPRs. PDOs/RPDOs post appli-
cable PB data to AF and AFRC indexes, and PDOS. Exception: If indexes become available on-line anc
the source updates them at least monthly, it is not necessary to maintain a posted paper copy.

1.16.1. Part |, Publicatons. There are five sections in this part:

1.16.1.1. Section A, Functional (F) and Limited (L) Requirements. This section lists publications
in process. The publications described in this section are new, or have been revised so extensivel
that new requirements must be established. The PDO's response to this announcement determing
the number of copies to be printed, and who will get them. Send the total requirement for each of
these items to the AFPDC by the suspense date. This section also lists requirements that are beir
converted. For a renumbered publication superseding an existing publication, use the F require-
ments already established. (For example, if the F requirements on file for AFI 37-161 were con-
verted to AFP 37-161; change the AF Form !Distribution Record, to reflect AFP 37-161. Do

not resubmit requirement-the AFPDC has changed the records.) This section also lists functional
requirements that are canceled because publications will not be printed, etc.

1.16.1.1. (AFRC) When electronic access to publications is not otherwise available, establish
requirements for the AFRC publications CD-ROM (AFRCEPL). Limit requirements to only mis-
sion essential needs and provide justification to unit SCB office explaining why the CD is needed.
The AFRCEPL is announced in the AFRC PB and distributed using the Functional "F" distribu-
tion symbol.

1.16.1.2. Section B, Publications Being Processed. This section lists publications processed for
printing. These are automatically distributed and announced in section D when the AFPDC com-
pletes the distribution.

1.16.1.2. (AFRC)AFRC PDOs/RPDOs/CARs post applicable information recorded in Section B
of the AFRC PB to AFRCIND 2, Numerical Index of Applicable Gaining Command Publications.
AFI 37-160, volume 7, attachment 2, specifies required posting procedures. Since AFRCIND 2 is
the controlling index for all applicable GMAJCOM publications, there is no requirement that
AFRC units post PBs to GMAJCOM indexes. However, AFRC units shall comply with the Obso-
lete section of GMAJCOM PBs.

1.16.1.3. Section C, Obsolete. This section lists each publication that was rescinded or supersede
by a publication in another series. Dispose of stocks according to Defense Reutilization and Mar-
keting Office (DRMO) instructions (chapter 6).
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1.16.1.4. Section D, Publications Distributed and Posted. This section lists each publication that
the AFPDC distributed in paper output since the preceding PB. If the shipment is not received
after a reasonable transit item, initiate a tracer action, AF FormTracer/Excess Report/

Inquiry , with the AFPDC. It also lists items posted to the electronic servers since the preceding
PB.

1.16.1.5. Section E, General Information. SAF/AAIP uses this section for general information
about publications. For example, it may correct a previous PB, or emphasize previous items.

1.16.2. Part I, Forms. This part has four sections:

1.16.2.1. Section A, Requisitions/Requirements. This section lists and describes each new and
substantially revised form available since the last PB was issued.

1.16.2.2. Section B, Local Reproduction. This section lists local reproduction authorized (LRA)

forms which are not stocked at the AFPDC. For each form listed, the PDO must enter "LRA" on
the corresponding AF Form 508, Forms Stock Control Record, or AF Form 575, Reorder Marker
and Inventory Control Record. If customers need the form, the PDO obtains copies of the form for
local reproduction according to command procedures.

1.16.2.2. (AFRC) Departmental local reproduction authorized (LRA) forms are available from
the CPDC. Submit requests for no more than two copies by e-mail or on AF FornMulti- 1,

line Publications/Forms Requisitior. Show "LRA Form" in the remarks section. The CPDC
will not provide LRA forms that are available in electronic format.

1.16.2.2.1. (Added-AFRC)Perform-PRO/FormFlow Compatible Electronic Forms (EF). EF
forms are announced in Part Il, Section A, of the AFRC PB. EF forms listed in AFRCIND 9
and AFRC PBs may be downloaded from the AFRC publications server. EF forms are auto-
matically designated as "LRA Forms" and may be reproduced by the unit/SCB office to fill
customer requirements where stock is not available from the AFPDC.

1.16.2.3. Section C, Obsolete. This section lists each form that has been obsoleted since the last
PB was issued. Dispose of stocks according to DRMO procedures (chapter 7). After disposing of
the stock, place a line through the item in the index and discard any records which pertained to the
form.

1.16.2.4. Section D, General Information. This is the last section in the forms portion of the PB.
SAF/AAIP uses this section to give general information about forms, for example, corrections to
items in a previous PB, guidance regarding a form's usage, or change in construction, etc.

1.16.3. Distribution, Disposition, and Reprints of the PB. The AFPDC distributes the PB. The quan-
tity received depends on established requirements. The PDO does not maintain stock.

1.17. AF Form 1029, Management Data Report for Distribution of Publicationand Forms (RCS:
SAF-AAI( A&AR)7102).

1.17.1. SAF/AAIP and the AFPDC need this information to manage the PDO system; that is, to deter-
mine how many publications and forms to print, to make initial distribution of publications, and to
control later issues to PDOs. SAF/AAIP and AFPDC obtain this information from the PDO reports.

1.17.2. Category A and C PDOs, including those managed and operated under contract (see catego-
ries in attachment 1), send the report (in duplicate) to their PDMs. The PDM sends the original to the
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AFPDC and retains the duplicate. PDOs not under the jurisdiction of a PDM submit the report (single
copy) directly to the AFPDC.

1.17.3. Reports must reach the AFPDC within 45 calendar days after the "as of" date, which is:

1.17.3. (AFRC) (AFRC bases only) Submit the annual report to reach HQ AFRC/SCSID by 30
March each year. Follow instructions in paragraph 1.18 when completing the AF FornMan-9,
agement Data Report For Distribution of Publications and Form.s

1.17.3.1. As of 15 March each year.

1.17.3.2. Within 30 calendar days after establishing a new PDO account.

1.17.3.3. When the personnel strength reported in Section | changes by 10 percent or more.
1.17.4. Discontinue reporting during emergency conditions.

1.18. How the PDO Prepares an AF Form 1024).
1.18. (AFRC) Include your AFPDC account number in the FROM block of the form.

1.18.1. In Section I, report the number of personnel assigned, attached, or tenanted to customers
Include students when number is constant. PDOs will contact their local personnel flight to obtain
accurate figures. Also verify tenant personnel numbers.

1.18.2. In Section I
1.18.2.1. Show the number of CAR accounts supported.

1.18.2.2. Show grade and Air Force specialty code (AFSC), if military (for example, 3A051,
3A071) or if civilian, show pay plan, occupation code, and grade (for example, or GS-2005-07).
PDOs managed and operated under contract will not report this information.

1.18.2.3. Check block to show if using PDOS.

1.18.2.4. Show the number of personnel authorized and assigned to PDO function. Do not report
part-time personnel. PDOs managed and operated under contract will not report this information.

1.18.3. In Section Ill, check the block for those publications for which all PDO functions - collecting,
consolidating, and submitting requirements; requisitioning; and making distribution are performed.

1.19. Quarterly Backorder Listing. The AFPDC sends this list to each PDO every 90 calendar days to
show what backorders are still on record at the AFPDC. Procedures for using the list are in paragrapt
2.23.2.

1.19. (AFRC) The CPDC sends an AFRC Backorder Report to all accounts quarterly to show what back-
orders the accounts have at the CPDC. PDOs and RPDOs provide backorder reports to their accoun
also. Process the report according to basic paragraph 2.23.2.

1.20. Requirements Extract Listing.The AFPDC sends this list every 90 calendar days to each PDO, to

show what requirements are on file at the AFPDC for that account. An explanation of how to use this list
is in paragraph 2.8.
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1.20. (AFRC) The CPDC sends an AFRC Requirements Extract Report to accounts upon request to show
what requirements are on file at the CPDC for that account. PDOs and RPDOs provide Requirement
Extract Reports to their accounts upon request also.

1.21. Packing List.The AFPDC uses this document in each shipment to list the items included in the
shipment, and to inform the PDO of the status of the requisition.

1.22. Weekly PDO-RAN-MTCO-CTCO Transaction Summary.The AFPDC sends this summary to

the PDO at the end of each week, if the PDO has any requisition transactions with the AFPDC. It
acknowledges receipt and status of each requisition. The use of this summary is explained in paragraph
2.22.

1.22. (AFRC) The CPDC sends a CAR transaction summary to accounts in conjunction with distribu-
tion, but no less than monthly. PDOS users provide CAR transaction summaries to their accounts also.

1.23. Acknowledging Receipt of AF Form 124, Publications/Forms Requisitioand/or AF Form
764, Publications Requiremen The AFPDC sends this listing to PDO at the end of each day to show
requisitions and requirements received. The use of this listing is explained in paragraph 2.21.

1.24. Forms Used in Managing the SysterTable 1.2 shows which forms are used in managing the
distribution system, who uses them, and their purpose.

Table 1.2. Forms Used in Managing the USAF Publishing Distribution System.

Form No. Title Used by Used to

AF Form 124 | Publications/Forms Requisition PDO submit requisitions to AFPDC ¢r
other source.

AF Form 124a| Multiline Publications/Forms PDO/CAR submit requisitions to PDO or oth-
Requisition er source.

AF Form 213 | Receipt for Accountable Form | PDO/AFPDC| record issue and serial number|of
accountable form and establigh
suspense file pending return |of
signed receipt.

AF Form 492 | Tracer/Excess Report/Inquiry | PDO submit tracer/excess report/ingyi-
ry to the AFPDC.

AF Form 505 | Accountable Forms Stock ConPDO control accountable forms invep-

trol Record tory.

AF Form 508 | Forms Stock Control Record | PDO control forms inventory.

AF Form 574 | Distribution Record PDO/CAR record customer requirements gnd
distribute publications to custorp-
er.

AF Form 575 | Reorder Marker and InventoryPDO mark reorder points in stock pf

Control Record forms and control inventory.
AF Form 764 | Publications Requirements PDO establish  publications requirg-

ments with AFPDC.
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Form No.

Title Used by

Used to

AF 764a

Requisition and Requirement REAR
quest

request or establish requirements
for a publication or request a forf.

AF Form 1029

Management Data Report f&DO
Distribution of Publications ang
Forms (RCS
SAF-AAI(AR)7102)

report base strength and organjza-
tion data.

AF Form 1054

Air Force Publishing DistribuPDO
tion Center--Discrepancy/Com
plaint Report

submit discrepancy or complajnt
to the AFPDC.

AF Form 1784

Forms Traveling Requisition PDO/CAR

requisition forms repetitively/is-
sue forms repetitively.

AF Form 1846

Request for and Record of CUSAR
tomer Account Representatiye
Designation

rized to receive and distribute p
lications and forms t
customer-users.

advise PDO that CAR is autsz)-

DA Form 12-R

Request for Establishment of RDO
Publications Account

establish  publications accoynt
with Dept of Army.

DA Form
12-99-R

Subscription change sheet PDO

establish requirements with|Dept
of Army.

DD Form 1149

Requisition and Invoice/ShipPDO
ping Document

requisition Army and Navy publj
cations and forms.
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Chapter 2
PROCEDURAL GUIDANCE FOR THE PUBLISHING DISTRIBUTION OFFICER

Section 2A—Upgrading and Organizing the Physical Plant

2.1. PDO and PDC FacilitiesEvery PDO and PDC facility should provide dry, heated, and reasonably
dust-free space for storing and distributing forms and publications. If a facility is substandard (see AFM
86-2), inform the Director of Information Management.

2.1.1. To comply:
2.1.1.1. Locate the facility near working areas of its principal on base customers.
2.1.1.2. Provide bulk and bin storage space for forms and publications.

2.1.1.3. Use equipment for mechanized distribution and storage, when approved by the MAJ-
COM or Base IM, as the equipment reduces storage space requirements and promotes operating
efficiency.

2.1.1.4. Provide operating space to receive, ship, package, and distribute publications and forms,
and set up counter service, if needed. Also, to receive and ship bulk quantities, use loading ramps
or docks to load and offload publications and forms.

2.1.2. Base storage space criteria on normal levels of stock authorized in paragraph 2.28. Increase
these levels if facility provides worldwide or command-wide support.

2.2. Selecting Mechanized Storage Equipmenthere is a variety of mechanized equipment on the

open market. Powered storage equipment (sometimes called rotary or elevator files) is often well suited
for storing and issuing publications and forms, because it can save a great deal of time and space, and
gives a stockroom an orderly and businesslike appearance. See paragraph 1.8.4.

2.2.1. Classified Publications. If the MAJCOM does not authorize stocking classified publications
(see paragraph 2.28.1), and they must be kept overnight or for a weekend, store them as directed in
DoD 5200.1-R/AFR 205-1.

2.2.2. Accountable Forms. Provide adequate storage facilities (paragraph 4.2).

2.2.3. Storage Safeguard Forms. Store these forms in a manner which ensures they are not accessible
to unauthorized personnel.

Section 2B—Keeping Records
2.3. Determining Which Records To KeepThe records prescribed herein must be kept by Category A
PDOs. Category C and D PDOs may, if they choose, use the methods and records prescribed. However,

they should keep enough information about their consumption of publications and forms to compute their
needs accurately.
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2.3.1. (Added-AFRC) Record Keeping for Automated Systems. Except for those needed for
accountable forms referred to in chapter 4 and AF Form 1846, AFRC PDOs/RPDOs using PDOS are
exempt from keeping manual records.

Section 2C—Publications

2.4. Publications RequirementsThe PB, which is published every other week, solicits requirements
for most publications. Distribute the PB to CARs as soon as received. Within the deadline set by the PB
(shown in part I, section A of the PB), set a date for CARs to report their requirements, and indicate this
deadline date in the blank near the top of page one (figure 2.1). Make sure that CARs receive their copie
of the PB promptly, and that they understand what they are to do.

2.4. (AFRC) AFRC PBs are Immediate Action publications. PDOs and RPDOs download and distribute
them immediately, preferably electronically, after establishing a local suspense date for their CARS to
report new AFRC requirements to them. CARs establish internal suspense dates and distribute the PB 1
work center SARs in time to meet the PDO/RPDO/CAR suspenseNOTE: For the benefit of those

units staffed only on UTA weekends, PDOs/RPDOs ensure that at least one UTA is included in the local
suspense date.

2.4.1. Preparing and Using the AF Form 574. Use this form to record CARs requirements and distri-
bution. Prepare a separate AF Form 574 for each publication CARs require (figure 2.2). If a publica-
tion is received with an X distribution based on a "ratio," include this information in section Ill. PDOs
operating PDOS are not required to maintain AF Forms 574.

2.4.2. Functional (F) and Limited (L) Requirements. Total initial distribution requirements as submit-
ted by all of CARs. Add quantities for shelf stock to satisfy the need for extra copies. See paragraph
2.28 for general guidance. (DO NOT stock periodicals.) Enter this total in the "PDO Requirement"
block of the AF Form 574 as shown in figure 2.2. Next, prepare an AF Form 764, enter this total in the
quantity block, as shown in figure 2.3, and send it to the AFPDC by the deadline date set in the PB.
When using AUTODIN, follow the procedures in chapter 5 for transmitting requirements. If the pub-
lication is classified:

2.4.2.1. Copy CARs requirements on AF Form 574. (If necessary, give distribution instructions to
the document security section, who act as an agent (paragraph 1.15).

2.4.2.2. Conspicuously stamp or mark the words "classified item" on the AF Form 574.

2.4.3. Entering Publication Number and Date. When the PB announces a publication in part I, section
E, enter the publication number (basic, change, etc.) and date in section Il of the AF Form 574 (figure
2.4).

2.5. Making Initial Distribution (ID). When the AFPDC (or other supply source) sends new or revised
publications or changes, enter the date on AF Form 574, section Il, and make ID to CARs. If the AFPDC
does not send enough copies to make complete ID, prorate the distribution, reorder balance required, ar
submit AF Form 1054Air Force Publishing Distribution Center Discrepancy/Complaint Re. Com-

plete ID when the balance is received.

2.5.1. For immediate action publications, make ID within 8 workhours of receipt.
2.5.2. For routine publications, make ID within 24 workhours of receipt.
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2.5.3. When OPRs electronically transmit interim message changes (IMC) using AIG 9411 (active
duty and reserve PDOs), determine quantity required for ID, attach a legible copy of the IMC to DD
Form 844, Requisition for Local Duplicating Service,and send it to the reproduction facility. Nor-
mally, the PDO will make ID of IMCs within 2 workdays. The AFPDC will not stock emergency mes-
sage changes (EMC) or IMCs. EMCs and IMCs will not be indexed in AFIND 2.

2.6. Recording Initial Distribution. After ID is made, record the date on AF Form 574, section Il (fig-
ure 2.4).
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Figure 2.1. Sample First Page of PB, Showing Suspense Date.

IMMEDIATE ACTION

DEPARTMENT OF THE AIR FORCE
Headquarters US Air Force
Washington DC 20330-5000

PUBLISHING BULLETIN 6

12 March 1993

Customers send requirements for publications listed in Part I, Sec A, and requisitions for

forms listed in Part I, Sec A, to your servicing PDO by
representatives (SARs) send requirements to arrive at your CAR by

. Subaccount

(Use of the Publishing Bulletin is explained in AFRs 4-71 and 4-72.)

" Electronic Forms Users — An important announcement was made in Part II, Section “C” of |
PB 3, dated 12 Feb 1993. All Electronic Forms Users should ensure that they read this article.

PART I—-PUBLICATIONS

Section A—Functional (F) and Limited (L)
Requirements

1. Customers will submit requirements to their
PDOs; PDOs will consolidate requirements and
forward to AFPDC to arrive NLT 7 May

19938 Superseded publications remain current

until those listed below are published:

New Publications Not Previously An-

nounced. CARs and PDOs must submit

requirements:

AFPD11-8, Life Support, sets policy and
assigns responsibilities for the Air Force Life
Support Program. It identifies strategy for
equipping, maintaining, and training air-
crews and passengers with the life support
equipment needed to protect, sustain, or save
human life. This policy directive applies to
all military personnel in the active Air Force,
Air Force Reserve, and the Air National
Guard. Distr: F. OPR: XOOW.

AFI11-207, Flight Delivery of Fighter Aircraft,
defines procedures for accomplishing the
global fighter aircraft delivery mission under
the operational control of the 2d Aircraft
Delivery Group (2 ADG). It states when and
how to request 2 ADG support to move or
deliver fighter aircraft. It assigns respon-
sibilities to major command (MAJCOMs),
units and crew members, and 2 ADG in
order to accomplish this mission. This in-
struction applies to all MAJCOMS, the Air
National Guard, Air Force Reserve, and
agencies who request or support aircraft
delivery missions through 2 ADG. Distr: F.
OPR: XOFC.

OPR: SAF/AAIPDQ (Ms. Nina Feazell)
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AFI15-11V1, Surface Weather Observations:
US Airways Code. This instructions pre-
scribes the Airways weather observations
code used by the United States. It applies to
Air Force activities involved in taking
weather surface observations. Distr: F. OPR:
AWS/DO.

AFI15-111V2, Surface Weather Observations:
Meteorological Aviation Report (METAR).
This inatruction prescribes the new standard
meteorological aviation report (METAR)
weather observation code used by the United
States and becomes effective 1 Jul 93. It
applies to Air Force activities involved in
taking weather surface observations. Distr:
F. OPR: AWS/DO.

AFPD16-8, Arming of Aircrew and Overseas/
Mobility Personnel, sets policy for ensuring
aircrews and personnel assigned overseas or
to mobility billets deploying overseas are
trained and equipped for basic armed com-
bat. It identifies strategy and sets respon-
gibility for training and arming aircrew
personnel (individuals on aeronautical
orders), individuals assigned overseas, or to
mobility positions who could deploy overseas
to potentially hostile areas. This policy
directive applies to all military personnel in
the active Air Force, Air Force Reserve, and
the Air National Guard. Distr: F. OPR:
XO0O0T.

AFPD21-2, General Policy for Nonnuclear and
Nuclear Munitions, establishes policy for
inspection, maintenance, storage and accoun-
tability of nonnuclear and nuclear munitions;
provides policy to govern the receipt, inspec-
tions, storage, maintenance, issue, assembly,
delivery, deployment, turn-in, disposal, and
accountability of nonnuclear and nuclear
munitions Air Force-wide. It identifies the



Figure 2.2. Sample AF Form 574 (Section 1), Showing How PDOs Record CARs Distribution
Requirements.
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Figure 2.3. Sample AF Form 764, Showing How PDOs Report F-Distribution Requirements to the
AFPDC.

IPRESS HARD WHEN USING BALL POINT PEN)

TO: ' FROM: DATE
AFPDC PDO 4247A 16 Apr 93
2800 Eastern Blvd PD ANNOUNCEMENT NO,
Baltimore MD21220-2898 1/93
SHONT TITLE CLASSIFICATION | QUANTITY G NEW REQUIRKMENT
AF1 37-161 Uncl 5 [ cHANGED REQUIREMENT

REMARKS

SIGNAT, & AND TITL,
Qﬂ«ni (e Ao

AF Form"nc, JUL 87 PREVIOUS EDITIONS ARK OBSOLKTE. PUBLICATIONS REQUIREMENT
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Figure 2.4. Sample AF Form 574 (Section Il), Showing How PDOs Record Initial Distribution.

RECORD OF DISTRIBUTION (Continued)

PUBLICATION ne’rzn DATE PUBLICATION rs DATE
N REFER-
NUMBER DATE ENCE | PUB REC'D 1D MADE NUMBER DATE ENCE | puB REC'D D MADE

AFM 177-326 | NO9O 1/90}| IDEC90Y 2Dec90

c1 MA91 7/99] 3Apr91] S5SApr9l

2.7. Disposing of Leftover CopiesAfter ID is made, place leftover copies in stock, to fill future requisi-
tions (unless there are other disposition instructions, or unless it is obvious that the item has only a
one-time dated value). If the item supersedes or rescinds one already in stock, dispose of the obsolete et
tion according to paragraphs 6.5 and 6.6.

2.8. Requirements Extract Listing.The AFPDC sends this listing every 3 months. It shows all require-
ments on file in the AFPDC. Compare this list with the file (AF Forms 574).
2.8.1. If there is no discrepancy, discard the list.

2.8.2. Ifthere is a discrepancy between the requirements file and this list, submit a new AF Form 764
to the AFPDC.

2.8.3. The Requirements Extract Listing contains the:
2.8.3.1. PDO Account Number.
2.8.3.2. As of Date. The date that the AFPDC prepares the listing.
2.8.3.3. Short Title. The publication identification on requirement request (AF Form 764).
2.8.3.4. Quantity. The quantity for a line-item distribution.
2.8.3.5. Request Date. The date that PDO submitted the requirement.

2.9. Special Requirements (Symbol X)The OPR develops and controls requirements for X distribu-
tion publications (paragraph 1.14).
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2.9.1. When the OPR specifies which organizations are to receive the publications, the AFPDC
makes ID direct to the organizations and not through the PDOs.

2.9.2. When the "ratio" distribution method is specified, the AFPDC makes ID to PDOs. PDOs main-
tain a record of the numbers and types of personnel supported on AF Form 1029 and make distribution
based on this strength information. PDOs record the ratio information on AF Form 574, section lll,
Functional Statement/"X" Listing/Remarks (figure 2.9).

2.9.2. (AFRC) The CPDC makes initial distribution of paper-only X distribution publications using
mailing labels provided by the OPR. The OPR retains and controls all copies left after initial distribu-
tion. See paragraph 1.11.

2.9.3. Any organization or office that is not on the distribution list for an X distribution publication or
wants to change the distribution originally specified must send a written request directly to the OPR,
with justification.

2.10. Distributing Allied Communications Publications (ACP) and Joint Army, Navy, Air Force
Publications (JANAP).

2.10.1. Source of ACPs and JANAPs. The US Military Communications Electronics Board (USM-
CEB) monitors the development of these publications and the Joint Chiefs of Staff (JCS) approves
their use. JANAP 201(C) contains a listing of ACPs and JANAPSs.

2.10.1.1. ACPs. These publications outline the standard doctrine, policy, and procedure for tele-
communications operations between and within the United States and its allies. Allied nations

help prepare and use ACPs.

2.10.1.2. Supplements to ACPs. These publications provide supplementary guidance to the infor-
mation contained in the basic ACP.

2.10.1.3. JANAPs. USMCEB develops these publications when there is no ACP or supplement
on a given subject, or when there is a need to meet requirements peculiar to specialized US opera-
tions.

2.10.2. Methods of Distributing ACPs and JANAPs.

2.10.2.1. Functional. With few exceptions (stated below), the AFPDC distributes ACPs and JAN-
APs by the functional (F) method described in paragraph NTTE: When ordering ACPs and
JANAPSs, the requester should include the letter of the current edition (examples-ACP 134C,
JANAP 137B, or ACP 176G).) Within the US Air Force, the AFPDC distributes unclassified sup-
plements according to the requirements set for the basic. The AFPDC distributes supplements to:

2.10.2.1.1. A classified supplement to a classified ACP or JANAP according to the require-
ments for the classified basic.

2.10.2.1.2. A classified supplement to an unclassified ACP or JANAP according to F-distri-
bution requirements, which must be set up for that specific supplement.

2.10.2.2. Special. All North Atlantic Treaty Organizations (NATO) supplements to ACPs, as well
as ACP 198 and ACP 198 US Supplement 1 are special X distribution publications.

2.10.2.2.1. The OPR (HQ USAF/SCMI, 1250 Air Force Pentagon, Washington DC
20330-1250) prepares an X- distribution list for these publications.
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2.10.2.2.2. The CAR sends a requisition directly to the OPR, who reviews it and sends it to
SAF/AAIP if approved. The request must include justification that explains the publication is
mission-essential, and why. For NATO classified supplements to ACPs, include the identity of
the NATO control point or subregistry.

2.10.2.2.3. Bimonthly Printed Changes to ACP 117 CAN-US Supp-1. CARs will submit sep-
arate F requirements for this supplement, to the PDO. The short title will read
ACP117CANUSSUPP1. PDOs will order copies of changes from the AFPDC (example
ACP117CANUSSUPP1KC11).

2.11. Distribution of Army Publications. PDOs requiring Army publications on a continuing basis
should submit DA Form 12-FRequest for Establishment of a Publications Accou, (figure 2.5),
through SAF/AAIP, 170 Luke Avenue, Suite 300, Bolling AFB DC 20332-5113, to the address shown in
block 6 of the form. They should also be sure to include their PDO number with their mailing address.
(One Army account is approved for each Air Force installation.) PDOs must maintain this account and
provide service to all customers. They must submit their initial subscription requirements concurrently
with all requests to establish new accounts, using one or more of the DA 12-series forms which identify
the unit's requirements. DA 12-series reproducible forms can be obtained directly from the DA Pamphlet
25-33,The Standard Army Publications System (STARP Revision of the DA 12-series forms, Usage

and Procedures, or by requesting them from SAF/AAIP. Army supplies instructions, publications, and
forms to assist all new accounts.
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Figure 2.5. DA Form 12-R, Request for Establishment of a Publication Account.

REQUEST FOR ESTABLISHMENT OF A PUBLICATIONS ACCOUNT
For use of this form, ses DA Pam 26-33; the proponernt agency is ODISC4

375 MSSQ/MSIPD
901 South Dr Bldg 700
Scott AFB IL 62225-5105

170 Luke Ave Suite 300
BAFB DC 20332~5113

1. ACCOUNT NUMBER 2 DATE 3 TYPE OF SUBMIBSION

15 Apr 93 a [x ] INMAL b. [ ] CMANGE
4. FROM: (Inciuds 9-Digit ZIP Coda) 8. TMRU: (Include 3-Digit ZIP Code) . TO
PDO 4005 SAF/AAIPD Commander

USA Publications Distribution Center
2800 Eastern Bivd
Baittimore, MD 21220-2896

SECTION I—GENERAL

7. Request en account be ssiablished IAW AR 310-2 for the following type service:

PDO

HARRY J. DOE, SMSgt, USAF

[ X ] PUBUCATIONS [ ] BLANK FORMS [ ] TEST CONTROL MATERIAL

8. UNIT DESCRIPTION DATA

& UNIT IDENTIFICATION CODE b. TOE NUMBER ¢ TDA NUMBER

d LOCATION -

{ X} conus ] EVROPE [ ) wmOow [ ] HAWAR

[ ) ALASKA [ ) PACIFC { ) PANAMA
o. COMPONENT
{ ) ACTIVE ARMY { ] ARMY RESERVE [ ] NATIONAL QUARD { X1 AR FORCE [ 1NAVY
{ ] MARINE CORPS { 1000 ACTIVITY [ ] OTHER:

9. The Publications Officer for this orgenizason will be:

a. TYPED NAME. GRADE ANO TITLE - b. SIGNATURE ¢. TELEPHONE NUMBER
AUTOVON —

207 756-2324

SECTION I~-ACCOUNT CLASSIFICATION LEVEL

[ X ] UNCLASSIFIED

10. Aequast the following classification level for this account:

[ ] CONFIDENTIAL

[ ) SECRET

"
d for this

This organization has adequale squipment and properly cleared persormel 10 receive and safeguard Material ACCOrUIng 10 the Clasaificaion

12

& TYPED NAME. GRADE AND TITLE
OF SECURITY OFFICER

¢. TELEPHONE NUMBER

COMMERCIAL

SECTION i—CHANGE OF ADDRESS

13a. OLD ADDRESS (Inciude 5-Digit ZIP Coxde)

Effestive Dute:

b. NEW ADORESS (Include §-Digit ZIP Code)

SECTION IV—AUTHENTICATING OPFFICIALS

OF COMMANDER

3800 ABW/IM

14a. TYPED NAME. GRADE ANOD TITLE
PAUL S. GOODWIN, Maj, USAF

b. SIGNATURE

Rk 'S ool i

c. TELEPHONE NUMBER
AUTOVON 920-2345

COMMERCIAL 207 756-2345

15a. TYPED NAME. GRADE AND TITLE
OF INSTALLATION PCO

b. SIGNATURE

¢. TELEPHONE NUMBER
AUTOVON

COMMERCIAL

DA Fonm 12-R, NQV 84

EDITION OF JUN 84 IS OBSOLETE
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1. Account Number. Enter account number if already assigned. Leave blank when submitting form to
establish an account.

2. Date. Enter the completion date.
3. Type Request. Check applicable block.

4. From. Enter complete mailing address to ensure the publications arrive without delay. Address must
conform to the following criteria:

4.1. Use no more than four lines.

a. Do not exceed 24 characters per line, spaces included.

. Use authorized abbreviations when necessary.

Use attention line for an office symbol or use street address. Do not use individual's name.
. Use 9-digit ZIP Code.

. Thru. Route requests through SAF/AAIP for approval.

. To. Preprinted.

. Type Service. Check the publications block.

© N o U1 o o

. Unit Designation Blocks: a, b, and c -- leave blank. d and e -- check appropriate information.

9. Publications Officer. Enter name, etc., of person establishing account and responsible for receiving anc
distributing the weekly changes.

10. Classification Level. Check unclassified block.
Skip blocks 11 and 12. 13. Change of Address. Complete a and b when changing address. See note.
14. Authentication. Enter name, etc., of the commander or chief of the activity requesting the account.

15. PCO. Leave blanhNOTE: The PDO must submit DA Form 12-R for a new account; to change the
mailing address; or to change person designated in block 9. When submitting for address change, com-
plete only blocks 1 through 6 and 13a through 14c. Effective date for a change should be 60 days from
date of submission.

2.12. Keeping Requirements Up-to-Date.

2.12.1. Some General Rules To Follow for all Publications. To avoid maintaining excessive require-
ments, review them frequently, and submit changes as follows:

2.12.1.1. If the publication is no longer needed, cancel requirements by sending a new AF Form
764 or AUTODIN transmission to the AFPDC, showing a zero quantity.

2.12.1.2. If there is a significant increase or decrease in requirements, send a new AF Form 764 o
AUTODIN transmission to the AFPDC showing the new quantity required.

2.12.1.3. If there is a small increase in customer requirements, arrange to fill it from stock (para-
graph 2.28).

2.12.2. Changing Publications Requirements. CARs who need to change F or L requirements mus
send an AF Form 764a, Requisition and Requirement Request,showing the change requested.

37



2.12.2.1. Transcribe the requested change on the AF Form 574, in section 1, Customer Require-
ments.

2.12.2.2. Prepare and send an AF Form 764 or AUTODIN transmission to AFPDC, showing the
change in requirements.
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Figure 2.6. DA Form 12-99-R, DA Form 12-Series Subscription Change Sheet.

DA FORM 12-S8ERIES SUBSCRIPTION CHANGE SHEET
Kor uee of this torm, see DA Cir 310-88-2: he proponent agency @ OACSIM
1. ACCOUNT NUMBER 2. DATE
Y2103 15 Apr 93
3. FROM: finciude 9-Digh 2P Codle) 4. THI: nokude 5-Oigit 2P Codle) s TO:
PDO 4005 SAF/AAIPD
375 MSSQ/MSIPD 170 LUKE AVE STE 300 USA Punications Carter
901 South Dr Bldg 700 BAFB DC 20332-5113 2000
Scott AFB IL 62225-5105 Baltimors, MO 21220-20%4
FORM BLOCK QUANTITY FORM BLOCK QUANTITY FORM BLOCK QUANTITY
| NUMBER |  NUMBER REQUIRED NUMBER | NUMBER NUMBER NUMBER REQUIRED _ |
12- 04-E ooLrp7 1 |1 12-
12- 04-E 0104 1 |12 12-
12- 04-E 0112 1 |12 12-
[12- 12- 12-
12~ 12- 12-
12~ 12- 12-
[12- 12- 12-
12~ 2= 12-
112~ 12- 12-
12= 12- 12~
12= 12- 12~
N2~ 12- 12-
12- 12- 12-
12= 12- 12-
12~ 12- 12=-
12=- 12~ 12-
12~ 12- 12~
12- 12- 12-
42— 12~ 12-
12- 12~ 12-
12- 12- 12-
[12~ 12- 12~
12~ 12- 12-
12- 12~ BALTIMORE PUBLICATIONS
SULLETIN

DA FORM 12-88-R, NOV B4
*U.S. 5.P.0. 1987-181-02910200)

EDITION OF JUN 84 IS OBSOLETE
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1. Account Number. Enter account number.

2.
3.

Date. Enter the date form completed.
From. Enter complete mailing address to ensure that publications arrive without delay. Address must

conform to the following criteria:

o 0o~ O QO O T QO

. Use no more than four lines.

. Do not exceed 24 characters per line, spaces included.

. Use authorized abbreviations.

. Use attention line for a functional address symbol or use street address. Do not use individual's name.
. Use nine digit ZIP Code.

. Thru. Preprinted.

. To. Preprinted.

. Publications Requirement. Reference DA Pamphlet 25-30 for specific block numbers. Enter quantity

required.

2.13. Requisitioning PublicationsCARs will comply with command or local procedures.

2.13.1. Functional (F) Distribution:

2.13.1.1. If the request is for an unclassified publication, fill the order from stock. If not in stock,
use the backorder procedure in paragraph 2.23; that is, submit an order on an AF Form 124 or
AUTODIN transmission to the AFPDC to replenish stock (figure 2.8).

2.13.1.2. If the request is for a classified item, verify that the CAR has established a requirement
before requisitioning the publication from the AFPDC.

2.13.2. Limited (L) Distribution. If the request is for a Limited (L) distribution numbered publication,
verify that it is from a DoD activity. If the request is for an SCS Commercial Document, verify that
the request is from an activity authorized by contract before issuing it. AFIND 21 identifies the con-
tractual scope of distribution on SCS Commercial Documentation. Refer other requests to the SCS
Manager identified in the lower left corner of the title page of the publication.

2.13.3. Special (X) Distribution:

2.13.3.1. Organizations or offices that require copies of X distribution publications must send a
requisition directly to the OPR.

2.13.3.2. For classified publications, the customer submits a letter request directly to the OPR
with justification.

2.13.4. Recording Requisitions. Record requisitions on AF Form 574, section IV, or maintain infor-
mation of AUTODIN or manual transmissions to the AFPDC or other source (figure 2.9).

2.13.5. Consolidated Reprints. To avoid reprinting a large number of obsolete pages when SAF/
AAIP reprints a publication, it incorporates all changes and prints only the pages that are still current.
This is called a "consolidated reprint."
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Figure 2.7. Sample AF Form 124a, Showing How PDOs or CARs Requisition Multiple Items.

MULTILINE PUBLICATIONS/FORMS Phark (x) one onty) TN ACCOUNT noO. rnoe | or | saos
REQUISITION GlrusiicaTion Oronm 4082 1
: FRAOM
e o/ e
230 E Flight Line Rd Ste 100 1321 Tulrosa Rd Bldg 8391
Langley AFB VA 23665-2781 Holloman AFB NM 88330-7928
1 uNIT OF
M SHORT TITLE faeodinid DATE Suanrity rEauisiTIoN
[ %] {Formas)
’ ACCRO-2 JA93 2
2| ACCR11-1 AU92 1
3
4
5
s
?
]
®
10
11
12|
13!
14
18|
18
7
1.
19
20|
2
;
:
DATE PREFPARED NAME AND GRADE OF REGURSTER signaTURE y
30 Apr 93 CALVIN PETERS, SMSgt Ferens ,ﬂ: loe
FOR PDO/CPDC USE ONLY
DATE RECEIVED DATE PROCESSED PROCESSED BY (Trlnnd Name)

AF Form 124A, MAR 87
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Figure 2.8. Sample AF Form 124, Showing How PDOs Requisition Publications From the AFPDC.

(PRESS HARD WHEN USING BALL POINT PEN)

TO: FROM: DaTE
AFPDC PDO 4247A
2800 Eastern Blvd REQUISITION QUARTERLY FORMS
Baltimore MD 21220-2898 arr|ry
SHORT TITLE DATK UOR (Forms] |CLASS (Pubs) | COMPLETE ITFM | QUANTITY
AFP 71-16V2 Uncl G (rubs Oniy, 5
REMARKS FOR FORMS ONLY
MONTHLY USEK QUANTITY ON
HAND

EMERGENCY - REQUIRED BY

PB ANNOUNCEMENT - NO,
1D SHORT
otTHER (Specify)

SIGNATURE AND TITLE

SR /AY

AF PErm 124,JUL 87 PREZVIOUS EDITIONS ARE OBSOLETL. PUBLICATIONS/FORMS REQUISITION

Figure 2.9. Sample AF Form 574 (Sections Il and IV), Showing How PDOs Record X Listing and
Requisitions.

", “X" USTING/REMARKS ™. REQUISITIONS
dsra ki [eo, /‘J eaed .,,M L /) NUMBER Rt OoNTY AECEVED

308m 93

LAFP 13-5 Qlp~ 73

“

AF FORM 574, Aug 88 (Arverae)

2.13.5.1. When the AFPDC receives stock of a consolidated reprint, it disposes of all stock of the
separate changes that have been incorporated, and fills requisitions with the consolidated reprint.
(PDOs take the same action when they receive consolidated reprints from the AFPDC.)
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2.13.5.2. The front cover lists specific changes that are included in the reprint. The next issue of
the AF index shows which changes are consolidated.

2.13.6. Requisitioning Specialty Job Training and Job Qualification Standards. Fill requisitions for
these publications like for any standard publication.

2.13.7. Requisitioning an Army or Navy Publication. If the transfer will not jeopardize their own
local stock levels, neighboring Army, Navy, and Air Force installations may furnish each other small
guantities on a one-time basis of their publications.

2.13.7.1. For Army items, if there is no Army account established, send a memorandum request-
ing administrative and training publications to US Army Publications Distribution Center, 2800
Eastern Boulevard, Baltimore MD 21220-2896; route this request through SAF/AAIP, 170 Luke
Avenue, Suite 300, Bolling AFB DC 20332-5113, for initial review to ensure compliance with
AFR 66-19,Interservicing of Technical Manuals and Related Technologyuirements limita-

tions. PDOs with Army account numbers, should sulitForm 4569, USAAGPC Requisi-

tion Code SheetFor technical publications, submit requisitions as directed in AFR 66-19.

2.13.7.2. For Navy Specifications and Standards, send a DD Form 3g&&fications and
Standards Requisitionn FAX a request; or write a letter to Defense Printing Service Office, Stan-
dard Documents Order Desk, Building 4, Section D, 700 Robins Avenue, Philadelphia PA
19111-5094. To order routine Navy items, send a DD Form Ed48le Line Item Requisition
System Document Commanding Officer, Navy Publications and Forms Center, 5801 Tabor
Avenue, Philadelphia PA 19120-5099. For technical publications, submit requisitions as directed
in AFR 66-19.

2.13.7.3. For publications available from sources other than the AFPDC, follow instructions
given in other indexes. (Attachment 2 lists Non-Air Force Publications Used in the Air Force and
attachment 3 lists Frequently Requested Publications Not Covered by This Instruction).

2.14. Issuing Publications for Personal Us@®ublications and forms are organizational, not personal,
property. The Air Force does not issue publications to any person who is not authorized to have them
Issue may be made to individuals when a publication or distribution instructions direct it. If the Air Force
issues or lends publications to individuals for training, they must be recalled when the person completes
the training, unless the publications are unfit to issue to another trainee.

Section 2D—Forms

2.15. Requisitioning New and Revised Forms.

2.15.1. Determining Initial Needs. When SAF/AAIP prints a new form, or a revised form that super-
sedes an older edition, it announces the form in the PB, part Il, section A, which describes the form's
purpose and shows its prescribing directive.

2.15.1.1. When announced in the PB, solicit the CARSs' needs. Be sure that they include an esti-
mate of their recurring monthly usage.

2.15.1.2. Consolidate these requisitions, add the amount needed for shelf stock (paragraph
2.28.4), and submit a requisition to the AFPDC, prepared as shown in figure 2.10.
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Figure 2.10. Sample Af Form 124, Showing How PDOs Requisition Forms From the AFPDC.

(PRESS HARD WHEN USING BALL POINT PEN)

TO: FROM: oATe
AFPDC PDO 4247A 15 Apr 93
2800 Eastern Blvd REQUISITION QUARTERLY FORMS
SHORT TITLK DATE UOR (Forms] | CLASS [Pubs] [COMPLETE ITEM | QUANTITY
AF 574 AU 84 cDh O rubs oniy; 50
REMARKS FOR FORMS ONLY
{MONTHLY USE QUANTITY ON
| HAND
EMERGENCY - REQUIRED BY
P8 ANNOUNCEMENT - NO,
iD SMORT
SIGNATYRE AND T\TLE OTHER (Specify)
AF Foﬁ 124,JUL 87 PREVIOUS EDITIONS ARE OBRSOLETE, PUBLICATIONS/FORMS REQUISITION

2.15.1.3. When placing a requisition, make up an AF FormForms Stock Control Recorc,
or AF Form 575Reorder Marker and Inventory Control Record, as explained in paragraph
2.16.

2.15.2. Storage Safeguard Forms. Although requisitions and controls for these forms are like any
other form, they require special care in storing and in dispatching to CARs and PDOs from CARs if
applicable (paragraph 2.2.3).

2.16. Keeping Forms Stock Control Record<There are two authorized methods for keeping these
records: centralized control and decentralized control.

2.16.1. Centralized Method of Control. Needed for this method:
2.16.1.1. An AF Form 508 for each nonaccountable form stocked.

2.16.1.1.1. Fillin the columns headed "receipts" and "on order" as these actions occur (figure
2.11).

2.16.1.1.2. Each time the reorder point is reached, take an inventory and enter the result on
this form, with the date of the inventory. (To determine the reorder point, use the formula
shown in table 2.1, column D.) At the same time, enter the quantity of the item issued to date,
and compute the total quantity issued as shown in figure 2.11.

2.16.1.1.3. To determine the monthly usage, divide the total quantity of issues in the most

recent entry, by the number of months since the preceding issue entry (use the previous 12
months issue experience). If it is a new form, use the CARs predicted monthly usage until an

established valid consumption can be ascertain.

2.16.1.2. An AF Form 575 as a bin marker in the warehouse, to use as an aid in keeping shelf
stock at the proper level. Insert it in the bin stock at the reorder point (figure 2.12).

2.16.1.2.1. If reserve stock of an item is kept in another location, enter the location on the AF
Form 575.
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2.16.1.2.2. After requisitioning replenishment stocks, file the AF Form 575 with the AF Form
508 until the shipment is received.

2.16.2. Decentralized Method of Control. When using this method, maintain only the AF Form 575
for nonaccountable forms. Use it as a stock record and inventory control for each form stocked (figure
2.12).

2.16.2.1. When the reorder point is reached, make an inventory of the remaining stock and submit
a requisition for more stock.

2.16.2.2. When the replenishment shipment is received, enter its receipt on the AF Form 575,
place the new stock in the bin (or on the shelf), and reinsert the AF Form 575 at the reorder point.

Figure 2.11. Sample AF Form 508, Showing How PDOs Record Stock Record Data for Forms.

inventory stock each time Get governing directive
the reorder point is reached. | ————m— from PB or index.

AF 35« Jm9C cp” AFR 30 -0 .?f.ﬁ..g 900
lrommM NUMBSER AND DATE \ll" OF 19SUK PRESCRIBING DIRECTIVE USAGE REORDER nom-a_
DATE issurs | necziers [on oroen |in v o0 OATE ISSURS | NECKIPTS [ON ORDER | INVENTORY g_.‘_‘gcg.’
ocT 29! dniand
|50
ymwp?| ¥£50
cf?| <50 in this ple, the last
N90] o5 700 i y plus the last
ETEn (252 i e e ot |
Yen icates tO!
90 (852 issues ?;Zthe period.

Enter 2 check (v) in this

column when the PDC
Jicates all or part of your

order is on back order.

FORMS STOCK CONTROL RECORD

AF FORM 508 FEB 77

FPORM NUMBER AND DATE UNIT OF ISSUR PRESCRIBING DIRECTIVE IlouN"I;H“L‘V REORDER POINT

Make enmo; here il you use a
visible type file that exposes only
the lower edge of the card.

2.17. Replenishing StocksTo replenish PDO stock, send a routine requisition to the AFPDC on a regu-
lar schedule.
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2.17.1. When stock of a form gets down to the reorder point, requisition an additional supply. When
the shipment arrives, fill any backorders, and place the remaining copies in stock.

2.17.2. Be sure to make the proper entries of receipts and issues on the stock control record as
explained in paragraph 2.16.

Figure 2.12. Sample AF Form 575, Showing How PDOs Record Stock Record Data for Forms.

REORDER MARKER AND
INVENTORY CONTROL RECORD
oAt AEOUSS! TIONED :‘:::’;:‘v:: InvenTORY onoeR
9 SEP 92 _4oo ¥00 ¢
Inventory when
2"[ SEP 72 La o reor;er po;:'n is
’ 4 reached.
|/ Dgg I Yoo v
28 DEC Q2 ¢og . v
3
[{JAN 93 Y359 g
/3 AN 93 LS50 Enter a check here
hen the AFPDC
2 FEB 93 (2.4 ;d'i::ate: all or part
f der i
25 FE8 93 Lo e
Make these entries in
Fold at score and pencil: they often
insert top part in require changing.
stock. letting |
s o N
[ 7oru numscn UNIT OF ISsut nommMuuu uonowvomr

REORDER ADDITIONAL STO e e GS. ahons

Enter bulk only form number and

e WHEN REORDER POINT REACHED] reorierpont

any. here, J

) W

AF °:;_"f" 575  racvious eoivion wiLL sg useo.

2.18. Controlling and Stocking LRA Forms.The AFPDC furnishes copies of forms designated "local
reproduction authorized (LRA)" to MAJCOM and FOA forms managers. The AFPDC does not stock
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LRA forms. PDOs obtain, control, and stock these forms according to command procedures. CARs mus
obtain stocks from the PDO. (EFs are automatically designated and authorized LRA.)

2.18. (AFRC) For forms available only in paper media, PDOs get departmental LRA masters from the
CPDC.

2.18.1. (Added-AFRC) LRA Form Files. PDOs keep an LRA form file with one to two cam-
era-ready copies of departmental and field LRA forms used by their customers. When there is a cur-
rent copy of EF forms available in electronic format, paper copies need not be kept in the LRA file.

2.18.2. (Added-AFRC) Electronic Forms (EF). PDOs/RPDOs/HQ CARs may obtain electronic
forms by one or a combination of the following methods:

2.18.2.1. (Added-AFRC) Via the Air Force Reserve Command Local Area Network (LAN),
Wide Area Network (WAN), or World Wide Web (WWW). Call HQ AFRC/SCSID for instruc-
tions. NOTE: Where the capability exists, PDOs and RPDOs should use similar procedures
between their other supply sources.

2.18.2.2. (Added-AFRC) Via electronic mail. NOTE: Where the capability exists, PDOs and
RPDOs should use similar procedures between their other supply sources.

2.18.3. (Added-AFRC) Get GMAJCOM electronic forms from the AFRC LAN or as directed by the
supply source.

Section 2E—Managing and Operating the System

2.19. Methods of RequisitioningThere are three forms available for use by CARs in submitting requi-
sitions. AF Form 124a is a multiline requisition form; AF Form 764a is a single line-item requisition
form; and AF Form 178450rms Traveling Requisition, is a forms traveling requisition. Decide which
form or combination of forms are best suited to the operation and advise CARs accordingly.

2.19.1. Single Line-ltem Requisition. Using this method, the CAR prepares and submits an AF Form
764a for each item needed. This method may also be used to order a basic publication and all change
by including the word "COMPLETE" after the short title.

2.19.2. Multiline Item Requisition. Using this method, the CAR prepares and submits an AF Form
124a for several line items.

2.19.2. (AFRC) Customers of the CPDC use automated products, e-mail, or AF Form 124a to get
forms from the CPDC.

2.19.3. AF Form 178450orms Traveling Requisition. Prepared for a single specific form and "trav-

els" back and forth between the CAR and PDO each time a new supply of that form is needed. The
CAR makes out a separate AF Form 1784 for each form needed, and sends it to the PDO every time
IS necessary to reorder that specific form.

2.19.3. (AFRC) Use of AF Form 1784 between automated PDOs/RPDOs and their CARs is optional.

2.20. Handling CARs' RequisitionsPromptly handle CAR requisitions. Either furnish the requisi-
tioned material, or advise the CAR why the requisition cannot be filled.

2.20.1. Before submitting a requisition, check AF indexes to be sure that the desired item is still cur-
rent and stocked by the supplying source.
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2.20.2. Consolidate requisitions and request enough copies to satisfy needs (including replenishment
of shelf stock, if needed). If the AFPDC receives more than one requisition for the same item, it will
cancel the previous order and retain the most current request on backorder.

2.20.3. To keep records current, record information from each new PB on distribution records, or
maintain it in any manner that will make it readily available for reference.

2.21. Acknowledgment of Receipt of AF Form 124 and/or AF Form 764 Listing. The AFPDC furnishes
this listing daily to each PDO who submits a requisition or requirement that day. The AFPDC provides
this listing by message through the AUTODIN system to those PDOs having access to this system. The
AFPDC mails it to PDOs who do not have AUTODIN access:

2.21.1. Refer to this listing for:
2.21.1.1. PDO Account Number.
2.21.1.2. Short Title-Title shown on AF Form 124 or AF Form 764.
2.21.1.3. Quantity-Number of copies requested.
2.21.1.4. Request Date-Date request was submitted.

2.21.2. Compare this listing with suspense copies of requisitions and requirements to ensure that all
requests submitted are acknowledged. If not, resubmit request.

2.21.3. Suspense this listing until the Weekly PDO-RAN-MTCO-CTCO Transaction Summary is
received and requisition information is reconciled. Dispose of the daily list.

2.22. Weekly PDO-RAN-MTCO-CTCO Transaction Summary.The AFPDC furnishes this listing

on a weekly basis to show action taken on requisitions and any backorders released. The AFPDC provides
this listing through the AUTODIN system to those PDOs having access to this system. The AFPDC mails
it to PDOs who do not have AUTODIN access.

2.22.1. Refer to this listing for:
2.22.1.1. PDO Account Number.
2.22.1.2. As of Date-Date AFPDC prepares listing.
2.22.1.3. Short Title-Item Identification as shown on requisition.
2.22.1.4. Date-Date of requisition.
2.22.1.5. Quantity Requested.
2.22.1.6. Unit of Requisition - shown for forms only.
2.22.1.7. ADP Code-Status codes (figure 2.13).

2.22.1.8. Quantity Shipped-Number of copies shipped or code for any deviation from requested
guantity.

2.22.1.9. Unit Issue - Type construction or packaging for forms.

2.22.1.10. Voucher Number-Number the AFPDC assigned to the shipment. Use this number
when inquiring about shipment.
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2.22.1.11. Clearance Date-Date shipment will clear the AFPDC warehouse.
2.22.1.12. Date Received-Date the AFPDC received requisition.

2.22.2. Compare this listing with the requisitions shown on the Acknowledgment of Receipt of AF
Form 124, AF Form 764 Listing, or both to make sure the AFPDC is processing all requisitions.

2.22.3. Suspense this listing until stock is received or until the AFPDC shows the item on the Quar-
terly Backorder Listing. Then dispose of it.

Figure 2.13. List of Status (ADP) Codes.

THRANSACTION DISPOSITION CODES APPEAR IN COLUMN T AND SIGNIFY THE FOLLOWING:
33--Shipment being made from Prioter.

53--Shipment being made by Adr Furee Pulblishing IMstribution Conder

63--Heguisilion has been placed on back order asd will be filled when stock is avatlable

Ti--Back order release, Shipmen beiog made by Center,

EDIT CODES APPEAR IN "EINT® COLUMMN AN SIGNIFY THE FOLLOWING:

A—Cuantity requested exceeds Air Force-wide use, I has been adiusied.

B--Requisition has been canceled, lem is obsolete of bas been rescinded.

Li--Umdy partial gquantity avallase, Balance has been ploved in des owl and will be shipped when adeiional su=ck s
resgived,

E--Requisition has been canceled because the item is being revised. Siock is exhausted and will el be replenished,
(IF thye ftem is o publication, initial distribution of the revision will be made when the new siock i recoived. )

F—-We have most than wae rigquest for thls em. The most current regquest 15 belng retained on back order. Th:
uibieis have been cancellesd.

G--Requisition canceled because the em is pending initial distribution. Fequisition again afier I completion s
announced in Pan 1, Section E of the Publishing Bulletin.

P--Quantity 1o ship was adjussed 1o conform with unit'carton pack

% -liem shipped ik substiuie for tem regquesied, (I request is for a publication change that as been i-rl-ﬁl.il'l:h‘ll'ul-tﬂ
inte the basic pubtication, the complete reprinted basic publication with the requested change is being furnished. )

1J--This item bas & maximum issue lmitation se1 by the procuring HG. Order has botn roduced sccondingly .
W.-Requisition has been canceled. Stock is exhausied and will not be replenished

F-Original order for this iem was previously warehouse refussd (Coded "T7 in the "Shipped Column® of the
original voucher). Stock is presently exhausted, bat will be replenished in the near future. This order has been
place on back order and will be automatically shipped when ssock becomes available

SHIFFING CODES AFPEAR IN TIE “QUANTITY SHIFFED" COLUMMN AND SIGNIFY THE
FOLLOAYING:

T--Warehouse refused. Stock ks iemporarily unavailable, Within 30 days, either receive the matenal ordered or 2
pew shipping voucher showing further action taken on order. Shipping aclion laken as prescrbed.
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2.23. Using the Backorder File.

2.23.1. When a CAR's requisition cannot be filled because stock is temporarily depleted, keep the
requisition in a backorder file. When the replenishment stock is received (from the AFPDC or other

supplying source), remove the requisition from the backorder file and send it to the CAR with the

backordered forms.

2.23.2. When the AFPDC sends the Quarterly Backorder Listing, reconcile this list with the backo-
rder file and with each of the Weekly PDO-RAN-MTCO-CTCO Transaction Summaries (paragraph
2.22) that were received since the last Quarterly Backorder Listing.

2.23.2.1. If there are no discrepancies, discard the collection of Weekly Transaction Summaries
for the last quarter, and keep the new Quarterly Backorder List. However, if there is a discrepancy,
note it on the new list and send an annotated copy to the AFPDC for correction. Keep the other
annotated copy for use until the next backorder listing is received.

2.23.2.2. Refer to the backorder listing for:
2.23.2.2.1. PDO Account Number.
2.23.2.2.2. As of Date. The latest date a backordered item could be entered on the listing.
2.23.2.2.3. Short Title. The item identification used in requisitioning items from the AFPDC.
2.23.2.2.4. Item Date. The published date of the item.
2.23.2.2.5. Unit of Requisition. The unit of requisition used to order forms.
2.23.2.2.6. Quantity. The amount received when AFPDC releases the backorder item.

2.23.2.2.7. Backorder Voucher. The number of the voucher used to record a backorder at the
AFPDC.

2.23.2.2.8. Backorder Date. The date of the voucher.

2.23.2.2.9. Total Items. The total number of all backordered line items which appear in the
list.

2.23.2.3. Contact CARs to verify if items on the list for over 6 months are still required.

2.24. Keeping a Suspense Fil&eep information on each requisition submitted to the AFPDC or
CPDC. It may be another copy of the AF Form 124 or the action may be recorded by some other suspense
system if it is more convenient.

2.24.1. Check each shipment received against requisition information for item accuracy and quantity;
then destroy the duplicate copies of the requisitions kept in suspense or update the information in sus-
pense system.

2.24.2. When the AFPDC notifies that an item is backordered, record the voucher number on a sus-
pense copy of the requisition or in the suspense system for that item. Also, enter the transaction codes
and the clearance dates to eliminate searching shipping vouchers later for this information. (The
voucher number, transaction codes, and clearance dates appear on the Weekly Transaction Summary
and the Shipping Voucher.) Show the voucher number on any correspondence with the AFPDC about
the item.
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2.25. Using Alternate Types of Local Distribution There are two ways to can get additional copies of
publications and forms to customers, other than accepting and filling requisitions by mail. Decide which
one to use, depending on the size of the operation.

2.25.1. Counter Service. This depends on how many people are assigned to the PDO function. Use
primarily to issue small quantities of items to CARs while they wait. If there is not enough staff to ser-
vice it, limit this type of service to emergency issues. In any case, when the CARs need large quanti-
ties, ask them to arrange in advance for their pickup.

2.25.2. Self-Service. This system allows CARs to have direct access to stock to fill their own requisi-
tions, thus freeing PDO personnel for other duties.

2.25.2.1. To operate this system satisfactorily:
2.25.2.1.1. Make sure there is adequate facilities and equipment.
2.25.2.1.2. Arrange stock so that CARs spend little time searching for items they need.
2.25.2.1.3. Conspicuously mark aisles and storage bins.
2.25.2.1.4. Provide containers in which CARs may place items they select.

2.25.2.1.5. Ensure CARs do not abuse the privilege by taking large quantities or by mixing up
the open stock.

2.25.2.2. Never use the self-service system to issue For Official Use Only (FOUO) publications,
accountable forms, or nonaccountable forms that require storage safeguards. Exclude other item
such as those that are expensive or have limited use.

2.26. Verifying the Packing List. The AFPDC encloses a copy of the packing list with each shipment. If
there is more than one shipping unit (carton or pallet), the packing list will be inserted or attached to the
number one unit. If any item is missing, send a tracer action to the AFPDC (but only after making certain
that the item is not in other cartons, or elsewhere on installation).

2.27. Using Status Code<There are three kinds of status codes used in the Acknowledgment of Receipt
of AF Form 124, AF Form 764, the Weekly PDO-RAN-MTCO-CTCO Transaction Summary (or both),
and on the packing list. These codes show what action the AFPDC has taken on a requisition. When
PDO or PDC needs to use a code, use the standard codes listed in figure 2.13. Use each code singly or
combination, as necessary. For example, if the AFPDC codes an item "53P," this would mean:

2.27.1. Transaction code 5-the AFPDC is shipping the item.
2.27.2. Disposition code 3-the issue is a recurring one.
2.27.3. Edit code "P"- the AFPDC is shipping the item in inner pack or carton pack.

2.28. Setting Stock Levels and Controlling StockMaintain realistic levels because levels that are too
high cause unnecessary printing and shipping costs, take up valuable storage space, and can result
costly disposal of stocks either through transfer or when items become obsolete.

2.28.1. Classified Publications. The MAJCOMSs will determine stocks of these publications, when
they authorize storage.
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2.28.1. (AFRC) PDOs are exempt from stocking classified publications. If they are kept overnight,
store them according to AFI 31-401.

2.28.2. Unclassified Publications. Maintain only minimum stock quantities since publications are not
consumable items like forms, and since PDOs usually only issue them to replace worn out, lost, or
destroyed copies.

2.28.2. (AFRC) AFRC units are exempt from keeping shelf stocks of paper-only publications when
it is determined that the supply source turn-around-times for requisitions are fast enough to meet the
units’ needs.

2.28.2.1. When no stock-level experience for a publication (for example, a new publication), add
a few copies to requirements for stock, or add a percentage to CAR requirements for stock recom-
mendations. Thereafter, allow stock levels to diminish to a few copies. On selected items, main-
tain more copies to satisfy demand.

2.28.2.2. If a CAR frequently orders or returns quantities of publications, see that the require-
ments are adjusted to conform more closely to actual needs. Allowing this practice to continue
unchecked creates more work and is not economical.

2.28.2.3. If CARs return current copies, place them in stock for reissue, as required, or report
them as excess. Do not destroy them.

2.28.2.4. Examine usage data for slow moving items and adjust the requirements accordingly. If
possible, eliminate stock of slow moving items and order them only as required.

2.28.3. Indexes and Periodicals. Stock limited quantities of indexes. Do not stock periodicals.

2.28.4. Forms. As a rule, estimate the initial stock level of forms, and readjust it later, based on usage
data. Stock additional forms when the AFPDC makes adjustments to inner pack and carton quantities.
If a form is used only at peak periods (or is rarely used), determine the proper stock level by reviewing
past usage data, as well as future training needs, programmed organizational and functional changes,
seasonal needs, and so on.

2.28.5. Stock Rotation. To provide for orderly rotation of stocks, issue the old stock ahead of the
newly acquired stock of the same item. This is particularly important for forms stock.

Section 2F—Taking Emergency and Follow-up Action

2.29. Replenishing Stock in an EmergencEmergency requisition is defined as "a requisition for an

item which is needed to meet an immediate operational need to prevent mission impairment or to prevent
a work stoppage.” PDOs in an emergency, will check the possibility of temporarily withdrawing quanti-
ties needed from local CARs. If the CARs do not have excess stock and the PDM has stated there are no
excesses within the command, use one of the following procedures to obtain minimum quantities:

2.29.1. Submitting an Emergency Requisition. PDOs will submit an emergency requisition either by
a telephone call to the AFPDC customer service desk, message or by FAX.

2.29.1.1. If calling the AFPDC customer service desk, have all in information readily available.

2.29.1.2. If using a message or FAX, include full justification for the emergency request, cite
PDO account number, the date item is required and for forms, the unit of requisition shown in
AFIND9 or in the PB. Do not include back up stock when requesting emergencies.
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2.29.2. Local Reproduction. If there are not enough copies of an unclassified publication or a nonac-
countable form is needed immediately to meet the emergency, locally reproduce the minimum num-
ber of copies needed. (Do not reproduce storage safeguard or accountable forms.)

2.30. Submitting an AF Form 492, Tracer/Excess Report/InquiryComplete the applicable part and
send the form to Customer Service, Air Force Publishing Distribution Center, Baltimore MD 21220-2898.

2.30. (AFRC) When communicating with the AFPDC, CPDC, or a GMAJCOM for any of the reasons
outlined, prepare AF Form 492 as directed and forward to the appropriate office. Send an information
copy to HQ AFRC/SCSID.

2.30.1. Tracer. This is a follow-up on a requirement or requisition sent to the AFPDC on which noti-
fication of action is not received within a reasonable period of time. Do not use another requisition or
requirement to trace one previously submitted. Before taking tracer action, be sure the item requisi-
tioned or the item that the AFPDC sent on initial distribution has not arrived elsewhere on the base,
and that there is an established requirement.

2.30.1.1. Complete AF Form 492, part | (figure 2.14).
2.30.1.2. Be sure to give the voucher number for each item.

2.30.2. Inquiry. This is a routine question submitted to the AFPDC concerning an operational matter
that is not clear. It is not necessarily associated with a specific requirement or requisition. Complete
AF Form 492, part Ill.

Section 2G—Discrepancy or Complaint

2.31. Submitting an AF Form 1054, Air Force Publishing Distribution Certer-Discrepancy/Com-
plaint Report.

2.31. (AFRC) When communicating with the AFPDC, CPDC, or a GMAJCOM for any of the reasons
outlined, prepare the AF Form 1054 as directed and forward to the appropriate office. Send an informa-
tion copy to HQ AFRC/SCSID.

2.31.1. Discrepancy or Complaint. This is a statement of dissatisfaction with some action taken (or
not taken) by the AFPDC, which adversely affects the efficient functioning of a PDO (figure 2.15).
For example, a discrepancy or complaint may deal with:

2.31.1.1. The AFPDC's failure to answer a tracer.

2.31.1.2. The AFPDC's failure to send documents.

2.31.1.3. A significant quantity discrepancy in a shipment.

2.31.1.4. The shipment of wrong items.

2.31.1.5. A misdirected shipment.

2.31.1.6. The failure to receive disposition instructions for reported excesses.

2.31.2. Submitting the AF Form 1054. The PDO should complete and mail the form to the AFLO,
AFPDC.
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Figure 2.14. Sample AF Form 492, Tracer/Excess Report/Inquiry.

TRACER/EXCESS REPORT/INQUIRY

(Forward only one type of action on sach request)

TO: AF Publishing Distribution Center
2800 Eastern Blvd
Baltimore MD 21220-2898

FROM:pDO 4008
1100 MSSQ/MSIP
226 Duncan Ave Suite 123
Bolling AFR DC 201332-0001

PART | - TRACER

SHORT TITLE ,g:: ) QUANTITY meauear VOUCHER NUMBER METHOD OF REQUEST
AFM 28-45 15 1 Mar 93 95105 AF 134
AF 7648
AUTODI SBA
DATE/TIME - GROUP
OTHER
[REMARKS
PART il — EXCESS REPORTY (Report Pudlications end Forms Separately)
von DATE OF QUANTITY NUMBER
SHORTTITLE | rorm) ITEM €xcess CARTONS REMARKS
DD 1351-2 0C91 1500 Request Disposition

PART {1l —~ INQUIRY

NAME AND TITLE (Typed or printed) TELEPHONE NO. ilCNATunl ) DATE
James Smith AUTOVON S .fl\ . .
PDO 4008 2974040 }P st D 2riany 73

202 767-607[7

TO: FROM: )

REMARKS

NAME AND TiTLE (Typed or printed) SIGNATURE DATE

AF Form 492, OCT 87 pnevious gpiTion is ossoLETE,
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Figure 2.15. Sample AF Form 1054, Air Force Publishing Distribution Center-Discrepancy/Com-
plaint Report.

AIR FORCE PUBLISHING DISTRIBUTION CENTER

4 Discrepancy/Complaint Report
O aFLO : FROM: pno 4008
2800 Eastern Blwvd 1100 MSSQ/SMIP
Raltimore MD 21220-2898 226 Duncan Ave Suite 123
Rolling AFB.DC 203320001

Nature of Discrepancy/Complaint:

O Initisl Distribution 0 No Requirement
& Requisition 3 Wrong ltem
0 Non Recsipt O Mis-addrassed
[J Shortage - Reguisition has been submitted, O Other - Specity

. O Oversge

AFPOC SHIPPING VOUCHER Numser (09832 pavz 2 Apr 93
Jnemanxs .

Requisitioned 50 copies - received 5 copies - AFPD 37-1.

NAME AND TITLE (Typed or printed) TELEPHONE NO. SIGNATURE baYE
JAMES SMITH 9725840 Sméf 4 7 May 93
D0 4008 et | T '

TO: FROM:

ACTION TAKEN

NAME AND TITLE (Typed or printed} SISNATURE BDATE

AF Form 1054, OCT 87 recvious zoivion 1s ossoLeTE.
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Chapter 3
SOCIAL PROTOCOL STATIONERY

3.1. Official Social Function.An official social function is when a general officer must act as host on
behalf of the Air Force at a function that the Air Force sponsors, or when a general officer participates as
an official representative of the Air Force.

3.2. Stationery Items Available.The Air Force provides the following stationery items for official

social functions. Do not use these items for any other official or personal purpose. The stationery has the
general officer flag of the appropriate grade on the first sheet. The second sheets and envelopes do not.
These items are printed thermographically except for the note paper. Because some offices use laser print-
ers, printing of note paper is done by the offset method. Laser printers melt the thermographic printing on
the stationery and cause it to track down the sheet. The offset method avoids this problem.

3.2.1. Invitations. The package for each form contains 250 invitations and 250 envelopes. Unit of req-
uisition is package (PK):

3.2.1.1. AF Form 190G;eneral's Invitation (Preprinted Format).

3.2.1.2. AF Form 1901,ieutenant General's Invitation (Preprinted Format).
3.2.1.3. AF Form 1902viajor General's Invitation (Preprinted Format)
3.2.1.4. AF Form 1903rigadier General's Invitation (Preprinted Format).
3.2.1.5. AF Form 1937%General's Invitation (Blank Format).

3.2.1.6. AF Form 1938,ieutenant General's Invitation (Blank Format).
3.2.1.7. AF Form 193%ajor General's Invitation (Blank Format).

3.2.1.8. AF Form 194@®rigadier General's Invitation (Blank Format).

3.2.2. Note Paper. The package for each form contains 500 sheets of printed note paper, 250 plain
second sheets, and 500 envelopes. Unit of requisition is PK:

3.2.2.1. AF Form 1908&;eneral's Note Paper
3.2.2.2. AF Form 1909,ieutenant General's Note Paper
3.2.2.3. AF Form 191Viajor General's Note Paper
3.2.2.4. AF Form 191Brigadier General's Note Paper
3.2.3. Place Cards. Each package contains 250 cards. Unit of requisition is Box - BX/250:
3.2.3.1. AF Form 1904;eneral's Place Card
3.2.3.2. AF Form 1908,ieutenant General's Place Card
3.2.3.3. AF Form 1906Viajor General's Place Card
3.2.3.4. AF Form 190Brigadier General's Place Card

3.2.4. EnvelopesEach package contains 500 envelopes. The envelopes are plain. Users may have
official return address imprinted locally. Because we procure envelopes separately, we cannot guaran-
tee that the paper color will match the stationery:
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3.2.4.1. AF Form 191Envelopes for Invitations.
3.2.4.2. AF Form 191<Envelopes for Note Paper

3.3. Who May Use the Stationery.

3.3.1. Assigned general officers may use stationery items at any Air Force component on extendec
active duty, at the Air National Guard, and at the Air Force Reserve in a ready reserve status.

3.3.2. Retired general officers or brigadier general selectees may not use stationery items. However
selectees may send a request for stationery items, when HQ USAF/DPG notifies them of their effec-
tive date of promotion.

3.4. How To Obtain Stationery. Do not order through the PDO. The requester sends a letter signed by
the general officer (or the executive or aide), to the Air Force Publishing Distribution Center, Baltimore
MD 21220-2898. Include in the request the name, grade, organization and complete mailing address o
the general officer; the form numbers of the items, and the quantity. Order in multiples of the unit pack.

3.5. Restrictions on Supplements Regarding Social Protocol Stationery aForms.

3.5.1. Field activities will not supplement this instruction and will not consolidate or requisition com-
mand requirements for the forms.

3.5.2. Stationery items are not available from commercial sources.
3.5.3. Stationery items that the Air Force issues may not be sold.

3.5.4. Organizations will not requisition stationery merely to have it available for use by transient
general officers.

3.6. Stationery Items for Members of the Senior Executive Service (SE: There are now two statio-
nery items along with envelopes available for members of the SES:

3.6.1. AF Form 3990, SES Invitation (blank format)
3.6.2. AF Form 3991, SES Note paper

3.6.3. AF Form 1913, Envelopes for invitations
3.6.4. AF Form 1914, Envelopes for note paper

3.6.5. Who may use the stationery. These items are available solely for use by members of the SE!
and those SES selectees. Submit memorandum signed by SES member to SAF/AAD, 110 Luke Ave.
Bolling AFB DC 20332-9080.
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Chapter 4
ACCOUNTABLE FORMS

4.1. Requisitioning.Requisition accountable forms as like nonaccountable forms (paragraph 2.15). But:

4.1.1. As soon as the shipment arrives from the AFPDC, thoroughly check each form for proper serial
number and compare the shipment with entries on the AF FornReceipt for Accountable Forn,

which accompanies the shipment (figure 4.1). If the inventory is correct, sign the original AF Form
213 and return it to the supply source. Do not accept the AFPDC and vendors' counts except for con-
tinuous forms (CF). Attach a copy to AF Form 5Accountable Forms Stock Control Recor|

then record the quantity and serial numbers on the AF Form 505 as shown in figure 4.2. Prepare a new
AF Form 505 each time a new series is received from the AFPDC.

4.1.2. If there is any discrepancy, immediately report this to the sender by annotating the AF Form
213 with the serial numbers and the quantity received; sign the bottom and return it. If there is a loss
of accountable forms for which the PDO is accountable, promptly start investigative procedures and
report the circumstances through command channels to the OPR. (The OPR is shown in the prescrib-
ing directive; also, read the directive to see if it gives any special instructions on how to report the
loss.)

4.1.2. (AFRC) Send an information copy of the report of investigation to HQ AFRC/SCSID.

Figure 4.1. Sample AF Form 213, Showing Entries by PDO and Signature of CAR Indication
Receipt.

FROMI Yo -
PDO 4187A 42 SPS/SPAP
48 Lee St Ste 5 Bldg 517
Loring AFB ME 04751-5280 Loring AFB ME 04751-5001
WLLCET) UNIT OF 1830UL QUANTITY
AF 1199 Cs 10
STRIAL NUMBER SHIPMENT CONTROL OR DATE SHIPPRD
— = REAISTRY NUMSERS
010001 010010 ) 19 Mar 93

!;, ABOVE ITEM BHIPPED YOUR STATION TODAY. WHEN RECEIVED CHECK SHIPMENT
DETACK AND RETURN COMPLETED AND SIGNED RECEIPT TO THE SENDER

D ABOVE IYEM ISSUED TO UBSER

ACKNOWLEDGMENT OF RECKIPT

PREVIOUS EDITION WILL BE USED.

[ OMGANITATION ACKNOWLEDGING RECEIPT ] DATE RECEIVED
42 SPS/SPAP Loring AFB ME 04751-5001 22 Mar 93
YYPE GRADE AND TITLE OF POQ OR INDIVIOVAL SIGNATURE
HARRY J. DOE, CMSgt Herry T Loe
CAR f
AF FORM 213. MAR 88 RECEIPT FOR ACCOUNTABLE FORM
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Figure 4.2. Sample AF Form 505, Showing How PDOs Record Stock Record Data for Accountable
Forms.

AF 1199 oct ¢1 es Yo go

n FORM NUMBER AND DATE TYPE OF CONST. PRRSCRIBING DireCTIVE MONTHLY USAGE REOROER PONT
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4.2. Storing Accountable FormsStore accountable blank forms as directed by MAJCOM or FOA IM.
4.2.1. (Added-AFRC) Store accountable forms in a locked cabinet or safe.

4.2.2. (Added-AFRC) Secure the accountable container in a locked room, in a locked building, dur-
ing non-duty hours.

4.2.3. (Added-AFRC) Do not store accountable forms in the same container with classified.
4.3. Issuing Accountable FormsPDOs and CARs must strictly control each accountable form which is
subject to specific issue limitations as described below:

4.3. (AFRC) Host base PDOs supporting geographically separated units (GSU) will issue accountable
forms to those units using the same procedures that apply to units physically located on the host base.

4.3.1. PDOs issue accountable forms only to a CAR (or alternate) who has been designated on an Al
Form 1846 completed as follows:

4.3.1.1. The CAR's or alternate's legible, handwritten signature must appear on the AF Form
1846, as shown in figure 1.2.

4.3.1.2. The "requesting official" is generally the commander or the chief of the activity who will
use the requested accountable forms, but may be the official appointed by the installation com-
mander to perform the duties for which the accountable forms are to be used.
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4.3.1.3. Each accountable form that the CAR is to receive must be listed in item 8, and item 14
must be checked. The signature of the "approving official® must appear in item 16 (table 4.1) to
show that the CAR is authorized to receive the specific forms listed.

4.3.2. PDOs should furnish CARs no more than a 60-day supply, with the exception of continuous
forms (CF) which are issued by the case lot. PDOs should question requests for unusually large quan-
tities and should maintain stocks to support operational requirements and not issue all stocks to CARs.

4.3.3. The Chief of Information Management will designate a person according to paragraph 1.8.5, to
reconcile the inventory counts to accountable balances, and to verify accountable balances to source
documents every 6 months and when a new PDO takes over the account.

4.3.3. (AFRC) This person may also be designated in the appointment letter to witness the destruc-
tion of accountable forms as required by paragraph 4.7.2.2.

4.3.3.1. Enter the date of this inventory on the AF Form 505; list the serial numbers involved and
then type of inventory. Make sure the person performing the inventory signs on the same line as
the inventory entry. If an inventory is being taken because the account is being transferred to a
new PDO, have the new PDO also sign the inventory on this form (see example in figure 4.2).
Keep an active AF Forms 505, that lists all serial numbers that have been issued, until the person
performing the inventory verifies the entries. Make sure the person performing the inventory signs
AF Forms 505 and places them in the inactive file.

4.3.3.1. (AFRC) When the inventory is completed, the person accomplishing it prepares a mem-
orandum stating the inclusive dates and outlining any discrepancies noted during the inventory.
When losses are noted, follow the procedures outlined in paragraph 4.1.2 and paragraph 4.3.3.2.

4.3.3.2. If stock is missing, immediately notify the local Security Police, promptly investigate the
loss, and report the circumstances through command channels to the OPR (paragraph 4.1.2).

4.3.4. Attach a copy of AF Form 145, Certificate of Destruction of Material, to the AF Form 505,
when destroying accountable forms.

4.4. Accountability. When issuing an accountable form to a CAR, check the file copy of the AF Form
1846 to make sure the CAR is authorized to receive it. Issue in proper alpha numeric sequence starting
with the lowest numbers first and thereafter with the next serial number after the last serial number issued.
Then:

4.4.1. Prepare an AF Form 213 by entering the complete serial number (this means any alphabetical
prefix or suffix) of the first and last item, and the quantity of each form issued (figure 4.1).

4.4.2. Enclose the first (original) and third copy of the AF Form 213 with the accountable forms
issued to the CAR, and hold the second copy in suspense.

4.4.3. Receive the signed original of the AF Form 213, attach it to the AF Form 505 as a part of
accountability file and destroy suspense copy. Start follow-up action, if the signed AF Form 213 is not
received within 10 workdays.

4.5. Keeping Stock Control RecordsUse the centralized method of control for all accountable forms.

For each accountable form stocked, prepare an AF Form 505 and use it to post each transaction, to include
guantity and complete serial numbers, including suffixes or prefixes (issue or receipt) for the form, as
shown in figure 4.2. To continue on a new AF Form 505, transcribe the beginning and ending serial num-
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bers and the inventory balance to the new AF Form 505, and enter the date starting the new AF Form 505
Also, enter the phrase "balance forward" under the columns headed "Receipts," Issues," and "Issued To

4.6. Stock LevelsTo avoid running out of stock (or experiencing an emergency shortage), maintain an
adequate reserve level of each accountable form generally used by CARs.

4.6.1. DO NOT allow the OPR or issuing officer to maintain all of the stock, unless the prescribing
directive requires it.

4.6.2. DO NOT reproduce these forms. Do not transfer stock from other bases, (borrowing) except by
prior approval from MAJCOM or FOA PDM. And, if the AFPDC indicates no stock is available,
immediately notify the PDM. If stocks are available for a lateral transfer, the PDM will arrange for the
transfer.

4.6.3. Send written notification to the AFPDC of the form number, base transferring stock, quantity,
serial numbers and the base shipped to.

4.6.3. (AFRC) A copy of the signed AF Form 21Receipt For Accountable Forn, will suffice as
written notification. Send legible copies to AFPDC and the CPDC.

4.7. ExcessesReport excess accountable forms by completing AF Form 492, part Il. List the complete
serial numbers in the "Remarks" column or attach a separate listing. Forward to PDM for action.

4.7.1. Shipping Excesses. When directed to ship excess accountable forms:
4.7.1.1. Securely package all containers to avoid damage while in the transportation system.
4.7.1.2. Send by Registered mail.

4.7.1.3. Arrange with the local Traffic Management Office (TMO) for use of Security Signature
Service for freight shipments of large quantities.

4.7.2. Disposing of Excesses. When directed to destroy excess copies of accountable forms:

4.7.2.1. Prepare an AF Form 145, Certificate of Destruction of Material, as follows: record the
form number; the serial numbers (to include any prefix or suffix); the date of each form; and the
guantity.

4.7.2.2. Have a disinterested person designated by the Chief of Information Management, witness
the destruction of these forms and countersign the AF Form 145. File the completed destruction
certificate with the AF Form 505.

4.7.2.3. Make sure forms are burned or otherwise mutilated to render them unusable.
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Table 4.1. Approval Authority for Accountaable Forms.

A B

If you are authorized to receive then the person who approves your authoriza|
tion is the

Plmr— C 0

identification cards,, passes, or credentialsm veinstallation commander/commander
cle registrations, restricted or controlled afea
badges, tax exemption certificates

2| transportation authorizations and requests, |eappointed transportation officer or designged
bills of lading agent.

3| meal cards(AFRC) Include the Commissafycommander authorized to issue meal cards.
Privilege Card (CPC).

4| other (not covered above) local OPR for prescribing directive.
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Chapter 5
USING THE DOD AUTOMATIC DIGITAL NETWORK (AUTODIN)

5.1. Submitting Requirements and Requisitions by AUTODINDoD has established an automatic
digital network that is available to each DoD component for the electrical transmission of official data
(diskettes, tape, teletype) from one installation to another.

5.1.1. When an Air Force PDO is located where it has access to AUTODIN through the local Infor-
mation Processing Center (IPC), the PDO will use the AUTODIN system to submit initial require-
ments and changes to requirements for publications and requisitions for publications and forms to the
AFPDC.

5.1.2. If the PDO is located where it does not have access to AUTODIN, the PDO will continue to
submit these requirements and requisitions manually, as prescribed in chapter 3.

5.2. Action by the Air Force Publishing Distribution Center (AFPDC).Daily, the AFPDC processes

the requirements and requisitions it receives through the AUTODIN. The AFPDC provides status infor-
mation to PDOs through AUTODIN. PDOs with AUTODIN capability who are receiving this informa-
tion through the mail should notify SAF/AAIP of the IPC routing indicator and the clear text message
address.

5.3. MINIMIZE Procedures. In an emergency or crisis, routine electrical message traffic is not trans-

mitted under MINIMIZE. During this period, send AF Forms 124 and 764, by US mail (or other suitable
means) to the AFPDC.
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Chapter 6

DISPOSING OF EXCESS, OBSOLETE, AND UNSERVICEABLE STOCKS OF
PUBLICATIONS AND FORMS

Section 6A—General Information

6.1. Policies on Disposal of Publications and FormPer DoD 4160.21-I, Defense Utilization and
Disposal Manug, and implemented in AFM 67-1, volume ‘Excess and Surplus Personal Prop, the

Defense Reutilization and Marketing Office (DRMO) accepts and processes excess and surplus property
that the Air Force determines to be eligible for disposal action through that office. Follow additional
guidelines in this chapter in disposing of excess, obsolete, and unserviceable stocks of publications and
forms either to the DRMO, using recycling programs, or through other directed disposal actions. All cop-
ies of current publications and forms must be used to conserve printing and other costs associated with
distributing these materials and to obtain maximum residual value for stocks that are authorized for dis-
posal.

6.2. Establishing ProceduresPDOs will contact the DRMO and civil engineering office, or the office
that the base commander designates to handle the recycling program, to establish required procedures for
collecting and segregating material to be turned in for disposal or recycling.

Section 6B—Command Responsibilities--Current Publications and Forms

6.3. Command PDM Action.
6.3.1. Command PDMs.
6.3.1.1. Require their PDOs to report excess stocks of all current items to them.

6.3.1.1. (AFRC) Report the excess stock by e-mail to afrc.scsid@afres.af.mil for announcement
in the PB. Do not return excess stock to AFPDC, CPDC, or GMAJCOM CPDC until notified.

6.3.1.2. Circulate information on these excesses to all PDOs in their commands. Oversea com-
mands will ensure that all PDOs in their oversea areas, regardless of command assignment,
receive the information.

6.3.1.3. Take action to transfer these stocks when appropriate.

6.3.2. After PDMs complete actions, they should direct their PDOs to report remaining excess stocks
through them using AF Forms 492. The PDM will place a statement on the form that: "The command
does not need the items reported as excess by the PDO."

6.3.2. (AFRC) If disposition instructions are not received within 30 days after the item appears in the
AFRC PB, complete the actions required by paragraph 6.4.1 through paragraph 6.4.7.

Section 6C—PDO Responsibilities--Current Publications and Forms

6.4. PDO Actions.After PDOs screen for excess stocks:
6.4.1. Check current indexes and PBs to ensure that items to be reported are current.

64



6.4.2. Complete AF Form 492, part Il, as shown in figure 2.15. Submit separate reports for publica-
tions and forms. (Report accountable forms according to paragraph 4.7).

6.4.3. Send complete AF Forms 492 through Command PDM to the AFPDC or other supply source.
When the AFPDC receives the report, it will either send shipping instructions or direct the disposal of
stocks locally. In some cases, SAF/AAIP will give disposal instructions.

6.4.4. Comply with AFPDC or SAF/AAIP instructions. To return stocks to the AFPDC, mark con-
tainers conspicuously on the outside, "EXCESS RETURNED FOR AFPDC STOCK." If shipped to
other PDOs, mark the outside of the containers.

6.4.5. If the items are classified, comply with transmission instructions in DoD 5200.1-R/AFR 205-1.
6.4.6. If the items are accountable forms, comply with instructions in paragraph 4.7.
6.4.7. If disposing of stocks locally, comply with instructions in section D.

Section 6D—PDO Responsibilities-Obsolete and Unserviceable Stocks

6.5. Recycling Program Make maximum use of the recycling program, when it is available. Contact
civil engineering office or other designated office on installation for instructions regarding its use.

6.6. Turn-Ins to the Defense Reultilization and Marketing Office

6.6.1. Turn in material to the DRMO according to local procedures.
6.6.2. Do not turn in the following material to the DRMO:

6.6.2.1. Classified Material. Dispose of classified material according to the instructions in DoD
5200.1-R/AFR 205-1.

6.6.2.2. Accountable Forms. Dispose of accountable forms according to instructions in paragraph
4.7.

6.6.2.3. For Official Use Only (FOUO) Material. Dispose of FOUO material according to the
instructions in AFI 37-131 (formerly designated as AFR 4-Air Force Freedom of Information
Act Progran.

6.6.2.4. Storage Safeguard Forms. Mutilate copies of storage safeguard forms to render themn
unusable.

6.6.2.5. Limited (L) Distribution Publications. Tear up these publications to prevent reconstruc-
tion and to render them unusable. Also, AFIND Numerical Index of Base Level Standard Sys-
tem SCS Commercial Documenta, lists commercial documents that should be torn up.

6.6.2.6. Publications or other Documentation with Restrictive Distribution or Release Caveats.
Tear up these documents to prevent reconstruction and to render them unusable.
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Figure 6.1. List of Excess Stock Level to be Reported.

TYPE OF ITEM REPORTABLE QUANTITY

AF Instructions 25 or more copies

AF Manuals 25 or more copies

AF Pamphlets 25 or more copies

AF Policy Directive 25 or more copies

AF Personnel Tests (see AFI 36-2605 [formerly designated as AFR 30- 17],

Safeguarding Controlled Item (Test Material) Information)

Federal Acquisition Regulation 10 or more copies

Uniform Code of Military Justice 10 or more copies

Forms (nonaccountable) inner pack

Forms (accountable) inner pack

Forms accountable (continuous feed) full carton

Forms (storage safeguard) inner pack

Joint Travel Regulations 25 or more copies

JANAPs/ACPs 10 or more copies

AFVA 50 or more copies

Miscellaneous publications listed 25 or more copies

in the AFIND series indexes

Publications listed in AFIND 5 all copies
(AFRC) AFRC Publications ten or more copies
(AFRC) AFRC forms in lots of 500
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Chapter 7
GETTING NEW ACTIVITIES INTO THE SYSTEM

7.1. Activating a New PDO Facility.Chapters 2 and 3 discuss much of this information under different
headings. This chapter describes how to set up a new PDO step-by-step.

7.1.1. The PDM asks the AFPDC to assign a PDO account number to the new activity and advises
when to distribute the PB to the new PDO. The PDM will include in their letter of request the com-
plete mailing address and the phone number of the new account.

7.1.2. The AFPDC assigns an account number to the new PDO, advises the PDM of the assignmen
and sends a publications and forms kit (includes this instruction, AFI 37-161, AFIND series indexes,
and AF Forms 124, 124a, 492, 505, 508, 574, 575, 764, 764a, 1029, 1054, 1784, and 1846). Adds th
new PDO account to the PB distribution list for two copies of the PB.

7.1.3. The PDM then issues to the new PDO the publications and forms kit described in paragraph
1.6.8. Also, the PDM:

7.1.3.1. Explains to the new PDO, by correspondence or personal visit, the operations of the PDO
system; and gives the PDO any other indoctrination that is appropriate.

7.1.3.2. Directs the PDO to notify the US Postal Service serving the installation and mail process-
ing activities of the new account number, and the name of the organization and its office symbol;
to arrange with the small partial carriers for the delivery of forms and publications; and to arrange
with the base transportation offices for the delivery of publications and forms being shipped by
commercial carriers.

7.1.3.3. Gets the Base Chief of Information Management involved in the PDO operation (para-
graph 1.8).
7.1.3.4. Keeps in close touch with the new PDO until the account is well established and fully
operational.

7.1.4. Within 30 calendar days after receiving an account number, the new PDO submits a Manage:
ment Data Report (paragraph 1.17) to the AFPDC.

7.2. Setting Up a Customer AccountWhen a new CAR is to be established, the CAR's parent organi-
zation notifies the supporting PDO of the activation date of the new unit and the date when initial stock
must be on hand, and submits an AF Form 1846, to open a customer account. The PDO reviews th
request and:

7.2.1. Assigns an account number to the organization (enters the number on the AF Form 1846); fur-
nishes the number of PBs needed for distribution to the CAR.

7.2.1.1. (Added-AFRC) Newly appointed CARs need access to AFI 37-161 and the AFRC Sup-
plement thereto; AFIND 2 and 9; AFRCIND 1, 2, and 9; and copies of recent editions of AF and
AFRC PBs. Access may be electronic, except for indexes that require posting.

7.2.2. Submits requisitions and requirements to the AFPDC for items needed for initial distribution
and to establish necessary stock level for forms (table 2.1) and publications (table 2.2) for guidance.

7.2.3. From the initial stocks received, issues the publications and forms ordered by the CAR.
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7.2.4. Provides training to primary and alternate CAR on command and local procedures that apply to
the distribution of forms and publications.

7.3. Issuing Initial Stocks to Air National Guard (ANG) or United States AirForce Reserve

(USAFR) Units. When Air Force notifies an ANG or USAFR unit of a call to active federal service, it
must immediately submit requisitions to the supporting PDO for any publications and forms it needs
because of its new role. If the unit already has an assigned PDO account number, it should send its requi-
sitions directly to the AFPDC.
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Chapter 8
SALE TO THE PUBLIC

8.1. General Requirements

8.1.1. Unaltered Air Force publications and forms will be made available to the public with or with-
out charge, subject to the requirements of this chapter. Base Chiefs of Information Management will
set up procedures to meet these needs and will make available Master Publications Libraries for public
use according to AFI 37-160, volume Air Force Publications and Forms Management Pro-
grams--Publication Libraries and Si (formerly AFR 4-61). They will also advise requesters that
these libraries are available, since in many cases this will satisfy their needs and reduce workloads i
processing sales requests. FOUO and "L" distribution material must be kept separate from public view
able material. If the item is on sale by the Superintendent of Documents, GPO, refer the request to the
outlet. Refer General Public requests for Air Force Administrative publications and forms to the
National Technical Information Service (NTIS), Defense Publication Section, US Department of
Commerce, 5285 Port Royal Road, Springfield, VA 22161-0001.

8.1.1. (AFRC) (AFRC bases only If the request is for an AFRC or subordinate unit publication,
make the item available as outlined above. If the library copy will not suffice or the item is not in
stock, advise the requester and order it from the supply source.

8.1.2. Refer requests that invoke the FOIA to the chief, base information management, for process-
ing.

8.1.3. Units will process requests under the Foreign Military Sales (FMS) program as specified in
chapter 10.

8.1.4. Units will review requests from foreign governments, their representatives, or international
organizations according to AFI 16-201 (formerly designated as AFR 200-9(CDisclosure of
Classified and Unclassified Military Information to Foreign Governments and International Organi-
zation: (U). Send such requests to the MAJCOM foreign disclosure policy office and to HQ USAF/
CVAII, 1670 Air Force Pentagon, Washington DC 20330-1670. Also send information copies of such
requests to the base public affairs office. Commands will supplement this requirement to include pol-
icies pertaining to those items for which they have authority to release.

8.1.4. (AFRC) The foreign disclosure policy office in HQ AFRC is INX. Send requests direct to HQ
AFRC/INX, 155 2nd Street, Robins AFB GA 31098-1635.

8.1.5. Units will return a request for non-Air Force items to the requester for submission to appropri-
ate agency.

8.2. Charges for Publications and Forms.
8.2.1. The Air Force applies charges to all requests unless specifically excluded.

8.2.2. The Air Force applies charges according to AFPAM 37-145 (formerly designated as AFR
4-37),Schedule of Fees For Copying, Certifying, and Searching Records and Other Documentary
Material. Additional guidance is in AFR 177-8, Users Charges, including specific exclusion from
charges as listed in paragraph 5 of that regulation. As indicated, the list of exclusions is not all inclu-
sive and recommendations for additional exclusions are sent to the OPR for AFR 177-8.

69



8.2.3. When a contractor requires publications and forms to perform a contract, the Air Force fur-
nishes them without charge, if the government contracting officer approves these requirements.

8.2.3. (AFRC) (HQ AFRC and AFRC bases only When the request concerns contracting out of
base operating services (BOS), refer the request to HQ AFRC/LGC.

8.2.3.1. (Added-AFRC)When approved, LGC forwards the request to the CPDC for filling.

8.2.3.2. (Added-AFRC) When disapproved, LGC returns the request to the requesting agency,
noting the reason(s) for disapproval.

8.3. Requests for Classified Material, For Official Use Only Material, Accounable Forms, Stor-
age Safeguard Forms, Limited (L) Distribution Items, and Items With Restrictive Distribution
Caveats

8.3.1. Classified Material. The unit receiving the request should tell the requester that the Air Force
cannot authorize the material for release because it is currently and properly classified in the interest
of national security as authorized by Executive Order, and must be protected from unauthorized dis-
closure.

8.3.2. FOUO Material. The OPR for the material will review these requests to determine the mate-
rial's releasability.

8.3.3. Accountable Forms. The unit receiving the request will return it to the requester stating that the
Air Force stringently controls these forms and cannot release them to unauthorized personnel since
their misuse could jeopardize DoD security or could result in fraudulent financial gain or claims
against the government.

8.3.4. Storage Safeguard Forms. The unit receiving these requests returns them to the requesters stat-
ing that the Air Force controls these forms and that they are not releasable outside DoD since they
could be put to unauthorized or fraudulent use.

8.3.5. Limited (L) Distribution Items. These items are not releasable outside DoD without special
review according to AFI 33-106, volume 3 (formerly designated as AFR 7(Information Systems
Operations Manageme. Units receiving these requests should refer them to the SCS manager shown
in the index or on the cover of the publications. Advise the requesters of the referral.

8.3.6. Items with Restrictive Distribution Caveats. Some publications have restrictive distribution
caveats on the cover. Follow the instructions stated and advise the requesters of the referral.

8.4. Availability and Nonavailability of Stock.

8.4.1. Limit quantities furnished so that stock levels required for operational Air Force support are
not jeopardized.

8.4.2. If the item is not available from PDO stock, obtain it from the AFPDC.

8.4.2.1. If the item is under revision, advise the requester that it is being revised and that no stock
is available. 8.4.3. If stocks are not available and the item is being reprinted, advise the requester
that stocks are expected to be available in 90 calendar days and to resubmit at that time.

8.5. Processing RequestPayment is required before shipping the requested material. Payment must be
by check or money order.
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8.5.1. Upon receipt of the request, determine the cost involved and request the material.

8.5.2. Upon receipt of the item, advise the requester to resubmit the required payment and send th
material after payment is received.

8.5.3. If the material cannot be obtained, advise the requester of the reason.

8.6. Depositing Payment<Obtain instructions from the local Accounting and Finance Office regarding
how checks or money orders must be prepared and required procedures for depositing them.
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Chapter 9

DISTRIBUTION OF TECHNICAL ORDERS, TABLES OF ALLOWANCE, SUPPLY
CATALOGS, DOD ISSUANCES, AND DOD TELEPHONE DIRECTORIES

9.1. Technical Orders (TO).Use the procedures outlined in TO 00-5-2 and AFPD 21-3 (formerly desig-
nated as AFR 8-2Air Force Technical Order Syst, to submit requirements or requisitions for techni-
cal orders.

9.2. Tables of AllowanceConsult AFIND 10, to submit requirements or requisitions for a Table of
Allowance.

9.3. USAF and Federal Supply Catalogs and Other Cataloging PublicatiorTo establish require-

ments and submit requisitions for these catalogs, order the USAF S-2A-1 index from the 645 MSSQ/
MSIAPD, 4165 Communications, Suite 3, Wright-Patterson AFB OH 45433-5603, and read its preface to
find out how to prepare and submit requirements and requisitions for these catalogs and publications.

9.4. Engineering Data Refer to AFI 21-401 for instruction on requisitioning engineering data.

9.5. Obtaining AFM 67-1.0rganizations should request only those volumes and parts necessary to per-
form their mission. The PDO will requisition and establish requirements by volume, volume and part, or
both using AF Form 764a or automated PDOS listing. All requests for volumes, volume and part, or both
will be sent to 645 MSSQ/MSIAPE, Attn: 67-1, 4375 Chidlaw Road, Suite 6, Wright-Patterson AFB OH
45433-5006. See AFM 67-1, volume |, part 1, chapter 1, paragraph 10, for additional guidance on requi-
sitioning AFM 67-1.

9.6. How To Obtain DoD Issuances.
9.6.1. Unclassified Issuances:

9.6.1.1. The AFPDC does not stock DoD Directives and Instructions (DoDD and DoDI). It stocks

certain DoD publications (such as DoD regulations, DoD manuals, and DoD handbooks). AFIND
4, Department of Defense, Chairman of Joint Chiefs of Staff and the Joint Staff, Interservice Pub-
lications, Combined Publications, Air Force Contract Requirements Documents, and Miscella-

neous Federal Government and Commercial Publica, lists the DoD publications stocked in

the AFPDC.

9.6.1.2. The AFPDC will send two copies of each unclassified DODD and DODI received, and
changes, to each MAJCOM and FOA Directorate of IM. This is the only distribution the AFPDC
will make. SAF/AAIP sends 10 copies of DoDDs and DoDls to the Air Staff OPR. MAJCOM and
FOA IMs may decide how to maintain DoDDs and DoDls. They should consider filing one copy
in their master publication library. They also may consider sending one copy to the functional
OPR or their PDO. Commands may approve reproducing DoDDs and DoDIs to meet local needs.

9.6.1.2. (AFRC) Send justified requests for DODDs and DODIs not listed in AFIND 4, to HQ
AFRC/SCSID.

9.6.2. Classified Issuances.
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9.6.2.1. The Air Force OPR (or OSD OPR with a special distribution list that the Air Force OPR
prepared) distributes copies of a classified DoD issuance to Air Force activities based on
"need-to-know."

9.6.2.2. If project officers have a "need-to-know" for the classified DoD issuance, they may send
the Air Force OPR letters of justification (DoD 5200.1-R/AFR 205-1).

9.6.2.3. Other requesters must send a letter to the Air Force OPR and justify why they need the
document. The Air Force OPR is the final authority on whether to release the document to the
requester. If the Air Force OPR approves the request, that OPR sends a copy of the DoD issuanc
directly to the requester (DoD 5200.1-R/AFR 205-1).

9.7. Distribution of the DoD Telephone Directory Outside HQ USAF

9.7.1. The DoD telephone directory is issued three times a year and is intended for distribution on the
basis of one copy for each telephone instrument directly connected with the DoD telephone exchange
The Air Force must pay for all copies used. Because of continuing demands for budget reductions,
distribution to field activities must be strictly limited.

9.7.2. The directory is distributed only to certain activities within the headquarters of each MAJCOM
and FOA that reports directly to HQ USAF. Distribution is authorized within these headquarters as
follows:

9.7.2.1. Each deputy chief of staff and the chief of each special staff office- one copy.
9.7.2.2. The command section - one copy.
9.7.2.3. The master publications library, as defined in AFI 37-160, volume 7, one copy.

9.7.2.4. The general and academic library, as defined in AFI 34-113 (formerly designated as AFR
215-15), Air Force Library and Information System (AFLIS), of the host base of the MAJCOM or
FOA headquarters - one copy. (For example, the base library at Langley AFB would be authorized
one copy because Langley AFB is the host base for HQ ACC.)

9.7.3. Authorized command and agency headquarters may obtain directories by sending a letter tc
SAF/AAIP, 170 Luke Avenue, Suite 300, Bolling AFB DC 20332-5113. The letter must state consol-
idated requirements on the basis of the limitations in paragraph 9.7.2. This letter must be signed by th
Director of Information Management of the headquarters submitting the request.

9.7.4. Requests for exceptions to these limitations, must be submitted by letter to SAF/AAIP, 170
Luke Avenue, Suite 300, Bolling AFB DC 20332-5113, explaining the reason. If the request can be
approved within current budget restrictions, SAF/AAIP will provide shipping instructions to the
AFPDC.

73



Chapter 1C
DISTRIBUTION UNDER THE SECURITY ASSISTANCE PROGRAM

10.1. What This Chapter CoversThis chapter defines the policies and procedures that AFPDC and
field activities must follow in processing requests for administrative (standard) publications and forms for
shipment under the Security Assistance Program. AFI 16-101 (formerly designated as AFFSecu-1),

rity Assistance Managemy, outlines US Air Force policies and gives guidance and directions regarding
the FMS Program. Also AFM 67-1, volume IX, chapter 8, section H, gives information regarding respon-
sibilities of HQ USAF, AFMC, AETC, Air Force Security Assistance Center (AFSAC), Air Force Acqui-
sition Logistics Division (AFALD), and the Air Force Element of the Overseas Security Assistance
Organization (SAO) or other US representatives authorized to represent Security Assistance customers,
on matters pertaining to requests for publications and forms for Security Assistance customers.

10.2. Publications and FormsThose policies and procedures in paragraph 10.1 apply when providing
the following publications and forms:

10.2.1. Administrative (standard) publications (manuals, instructions, pamphlets) in AFIND 20,
Numerical Index of Standard and Recurring Publications Available to Security Assistance Ci,stomers
and AFIND 22,Numerical Index of Standard and Recurring Air Force Publications Available to
NATO Security Assistance Custon. ers

10.2.2. Forms required for use in prescribing directives listed in AFIND 20 and AFIND 22.

10.2.3. DoD Directives and miscellaneous publications and forms not listed in the indexes outlined in
paragraph 10.2.1 and paragraph 10.2.2, when HQ AFMC/CIPI and HQ AFSAC/XM(2)DSA requests
them, and stocks are available from the AFPDC or other administrative supply points.

10.3. Approval Authorities. HQ AFMC/CIPI and HQ AFSAC/SM(2)DSA ensure that all requests for
shipment of publications and forms from FMS customers are properly approved for releasability and ship-
ment before the requisition is submitted to the source of supply.

10.4. Air Force Publishing Distribution Center (AFPDC) ResponsibilitiesThe AFPDC will:

10.4.1. Process one-time approved requests for shipping publications and forms submitted on
approved DD Form 1149.

10.4.2. Establish its data system and approve automatic distribution requirements submitted on AF
Form 764 and update these requirements as required.

10.4.3. Make automatic distribution to FMS accounts based on recorded requirements data.

10.4.4. On a monthly basis, furnish HQ AFMC/CIPI and HQ AFSAC/XM(2)DSA required shipping
and costing information on coded DD Forms 1149.

10.4.5. On a monthly basis, furnish HQ AFMC/CIPI and HQ AFSAC/XM(2)DSA required billing
information for automatic distribution shipments.

10.4.6. Maintain detailed records of shipments made.

10.4.7. Ensure that ADP programs and procedures provide for controls on processing requests for
shipments of classified or other controlled materials.
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10.4.8. Provide capability to suspend shipments and other ongoing actions as required by HQ AFMC/
CIPI and HQ AFSAC/XM(2)DSA.

10.4.9. Maintain and update costing information for publications and forms in their system.
10.4.10. Provide page count information to designated addressees on a monthly basis.

10.4.11. Provide HQ AFMC/CIPI and HQ AFSAC/XM(2)DSA cost and availability information on
FMS cases when requested.

10.4.12. Distribute AFIND 20 and AFIND 22 to FMS customers.

10.4.13. Semiannually, furnish HQ AFMC/CIPI and HQ AFSAC/XM(2)DSA computer listings
showing automatic distribution requirements on file in its data system for each FMS account. Update
these requirements based on HQ AFMC/CIPI and HQ AFSAC/XM(2) DSA inputs.

10.4.14. Maintain in its data system approved FMS accounts and their addresses as approved by H
AFMC/CIPI and HQ AFSAC/XM(2)DSA. Update this information as required.

10.4.15. Monthly, publish computer listings showing all active FMS accounts and their addresses.
Furnish these listings to specified addresses.

10.5. Field Activity Responsibilities.Field activities will take required supply actions on approved
requests received from HQ AFMC/CIPI and HQ AFSAC/XM(2)DSA. This includes placement of FMS
accounts on automatic distribution. Furnish costing and shipping information as outlined in paragraph
10.4.

10.6. Processing Requests for Classified PublicatiorThese special procedures pertain to processing
approved one-time requests for shipping classified publications received from HQ AFMC/CIPI and HQ
AFSAC/XM(2)DSA.

10.6.1. Forward one copy of the classified publication and the approved DD Form 1149 and any other
accompanying communication to: HQ AFMC/INF, Wright-Patterson AFB 45433-5001 for determin-
ing releasability.

10.6.2. Ship the required number of copies of the classified publication to HQ AFMC/INF if it
advises that the publication is releasable.

10.6.3. Enter costing information on the DD Form 1149 and process it to HQ AFMC/CIPI and HQ
AFSAC/XM(2)DSA with the monthly billing information.

10.6.4. Return to stock the original copy of the classified publication if it is returned by HQ AFMC/
INF as being nonreleasable. Advise AFMC/CIPI and HQ AFSAC/XM(2)DSA and PDO customer of
nonrelease.

10.7. FMS Accounts and Addressing InformationHQ AFMC/CIPI and ILCEC(2) assign and cancel
FMS account numbers and provide proper addressing information. Shipments will not be made to any
FMS customer not on the approved listing.

10.8. Making Shipments for FMS AccountsAll shipments will be made as specified in AFI AFI
16-101, (formerly designated as AFR 75-ZTransportation of Security Assistance (SA) Mat. rial

10.8.1. Shipments will be labeled and documented with "SHIP TO" and "MARK FOR:" addresses.
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10.8.2. United States Postal Service will make small package shipments to an APO or FPO address.
Use Certified Mail for receipting purposes.

10.8.3. Usually, small package carriers will be used for unclassified small package shipments to
freight forwarders. Shipping activities will maintain records which will provide an audit trail to verify
that shipments were in fact, delivered to a Freight Forwarder or other authorized destination.

10.8.4. HQ AFMC/CIPI and HQ AFSAC/XM(2)DSA will provide information pertaining to ship-
ments as requested.

10.8.5. DoD 5105.38-NMSecurity Assistance Management Manual (SA, requires proof of deliv-
ery of all shipments to FMS countries.

10.9. Pricing Information. AFR 170-Financial Management and Accounting for Security Assistance
and International Progran, provides pricing information.

WILLIAM A. DAVIDSON
Administrative Assistant
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Attachment 1
GLOSSARY OF REFERENCES, ABBREVIATIONS, ACRONYMS, AND TERMS

References

AFPD 37-1,Air Force Information Manageme nt

AFM 4-205,Publishing Distribution Office System (PDOS): RO11/BZ, End Users NV anual
AFPD 21-3 (formerly designated as AFR 8-Air Force Technical Order Syst¢:m

AFI| 21-401 (formerly designated as AFR 67-zEngineering Data Distribution and Cont;;

S-2A-1,Index of USAF Stock Lists, Department of Defense Federal Supply Catalogs and Related Publi-
cation:

AFI1 37-133, volume 2 (formerly designated as AFR 4-20, VolumDisposition of Air Force Records --
Records Disposition Schedule

AFR 700-12 Developing and Processing Communications-Computer and Management P. ogram
DA PAM 25-33,The Standard Army Publications System (STARPUBS)

AFR 66-19)Interservicing of Technical Manuals and Related Technuology

DoD 4160.21-M Defense Utilization and Disposal Man 1al

AFM 67-1, volume VIExcess and Surplus Personal Prop 2rty

DoD 5200.1-R/AFR 205-JlInformation Security Program Regulat on

AFI 37-131 (formerly designated as AFR 4-ZAir Force Freedom of Information Act Progriim

AFI| 36-2605 (formerly designated as AFR 30-:Safeguarding Controlled Item (Test Material Informa-
tion)

AFI 37-160, volume 7Air Force Publications and Forms Management Programs--Publication Libraries
and Sets

AFI1 16-201 (formerly designated as AFR 200-9(c) Disclosure of Classified and Unclassified Military
Information to Foreign Governments and International Organizations (U)

AFR 177-8,Users Charges

AFI| 33-106, volume 3 (formerly designated as AFR 70(Information Systems Operations Manage-
ment

AFI 34-113 (formerly designated as AFR 215-’Air Force Library and Information System (AFLIS)

AFI 16-101 (formerly designated as AFR 75-£Transportation of Security Assistance (SA) Mat :rial

DoD 5105.38-M Security Assistance Management Manual (SAVIM)

AFR 170-3,Financial Management and Accounting for Security Assistance and International Programs

Abbreviations and Acronyms
ACP—Allied Communications Publication
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AFALD— Air Force Acquisition Logistics Division
AFLO— Air Force Liaison Office
AFPDC—AIr Force Publishing Distribution Center

(Added-AFRC) AFRCEPL--Air Force Reserve Command Electronic Publishing Library
AFSC—AIr Force Specialty Code

AFVA— Air Force Visual Aid

AUTODIN— Automatic Digital Network
AETC—Air Education Training Command
BITC— Base Information Transfer Center
CAR—Customer Account Representative

(Added-AFRC) CD-ROM--Compact Disk Read-Only Memory
CF—Continuous Form

CONUS—Continental United States
CPDC—Command Publishing Distribution Center

(Added-AFRC) CPDL--Command Publishing Distribution Library
DCS—Deputy Chief of Staff

DEROS—Date Eligible for Return from Overseas
DoD—Department of Defense

DRMO—Defense Reutilization and Marketing Office
EF—Electronic Form

FMS—Foreign Military Sales

FOA—Field Operating Agency

FOUO—For Official Use Only

(Added-AFRC) GMAJCOM --Gaining Major Command
JANAP—Joint Army, Navy, Air Force Publications

JCS—Joint Chiefs of Staff

ID—Initial Distribution

IM— Information Management

IMC— Interim Message Change 50
IPC—Information Processing Center
LRA—Local Reproduction Authorized

MMHS— Mechanized Materials Handling System
MPF—Military Personnel Flight

NATO—North Atlantic Treaty Organization
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NTIS—National Technical Information Service
OPR—Office of Primary Responsibility
PB—Publishing Bulletin

PDC—Publishing Distribution Center
PDO—Publishing Distribution Officer and/or Office
PDOS—Publishing Distribution Office System
PDM—Publication Distribution Manager
QAE—Quality Assurance Evaluator

(Added-AFRC) RPDC--Reserve Publishing Distribution Office
SA—Security Assistance

SAMM— Security Assistance Management Manual
SAO—Security Assistance Organization
SAR—Subaccount Representative

SCS—Standard Communications--Computer System
STARPUBS—Standard Army Publications System

TMO— Traffic Management Office

TODO—Technical Order Distribution Office
USMCEB—US Military Communications Electronics Board
WMP—War and Mobilization Plan

Terms

Air Force Publishing Distribution Center (AFPDC)—The facility designated by HQ USAF as the
principal source from which PDOs receive departmental publications and forms. Mailing address is: AF
Pub Dist Cen, Baltimore MD 21220-2898. Message address is: AFPDC BALTIMORE MD.

(Added-AFRC) Air Force Reserve Command Electronic Publishing Library—T he monthly
CD-ROM disc containing AF, AFRC, and applicable GMAJCOM publications in electronic format.

Carton—A cardboard container in which publications or forms are packed either loose or in inner packs.

Command Publishing Distribution Center (CPDC)—A facility designated by a MAJCOM as the
source from which command publications and forms are distributed.

(AFRC)—A central repository for command administrative publications and forma with the capability of
electronic distribution.

(Added-AFRC) Compact Disk Read-Only Memory—A read-only optical memory disc capable of
storing up to 650 megabytes of computer data, programs, and audio.

Continental United States (CONUS)-United States territory, including the adjacent territorial waters,
located within North America between Canada and Mexico.
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Forms--Accountable Form—A serially numbered form to which unauthorized persons are denied
access and for which a record of receipt, transfer, loss, cancellation, or destruction must be kept;
Departmental Forr--An Air Force or other government agency form that a standard Air Force
publication prescribes for Air Force usField Formr--A nondepartmental form issued by an Air Force
activity below HQ USAF levelLocal Reproduction Authoriz --A locally reproduced form. Stock is not
available from the AFPDC. Stock is available from the PDO,Storage Safeguard Fo--A form to

which unauthorized persons are denied access, but for which a record of receipt, transfer, destruction, or
loss is not required.

(Added-AFRC) Gaining Major Command—A major command of the USAF to which a United States
Air Force Reserve Command (USAFRC) unit will be assigned upon mobilization.

Initial Distribution (ID)— The first automatic distribution of a new or revised publication, either by a
Publishing Distribution Center (PDC) to a PDO, or by a PDO to a CAR, against established requirements,
or direct to addressees designated by an Office of Primary Responsibility.

Inner Pack—A quantity of a form or publication separately wrapped by the printer and included as one
of several like units in a carton.

Leadtime—The elapsed time between the date a requisition is sent to the supplying source and the date
the requester gets the requested material.

Office of Primary Responsibility (OPR)—Any headquarters, agency, or activity having primary
functional interest in, and responsibility for, a specific action, project, plan, program, or problem.

Overseas—All locations, including Alaska and Hawaii, outside the continental United States.

PDO Categories--"A"—A PDO that is under Air Force control regardless of the number of customer
accounts serve('C"--A PDO that is assigned to an Air National Guard unit regardless of the number of
accounts served an"D"--A PDO that is not under Air Force control (for example, one assigned to the
Army, the Navy, or another governmental agency).

Publications--Departmental—Air Force or other government agency publications issued or prescribed
for Air Force use by HQ USAF arField --Publications issued by an Air Force activity below HQ USAF.

Publishing Distribution Manager (PDM)—The individual appointed by the MAJCOM Director of
Information Management (IM) to manage the distribution system within the command, and to ensure that
the PDO, CAR, and customers in the command carry out the policies and procedures outlined here.

Publishing Distribution Office (PDO)—The base or installation activity that distributes forms and
publications under a specific PDO account number, assigned by the AFPDC. It may be a category A, C,
or D PDO depending on its jurisdiction. The letter suffix for the category must be used with the account
number in all correspondence about the PDO operation (for example, PDO 4008A, PDO 7004C, PDO
6001D, etc.).

Representative—A designated person. The ones referenced are--Customer Account Representative
(CAR)--The individual appointed on an AF Form 1846, Request for and Record of Customer Account
Representative Designation, by the chief of an office or organization, to distribute publications and blank
forms to the customers; and Subaccount Representative (SAR)--The individual designated to obtain
publications and forms for a particular section within his or her unit. This individual must obtain an
account number from the CAR for his or her unit and should be familiar with the publications and forms
required by his or her office.
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Requirements—A formal request that a Subaccount Representative (SAR) submits to the CAR, to
establish a continuing need for a publication and all of its changes and revisions. The CAR consolidates
these requirements and submits them to the PDO. The PDO consolidates requirements from all CARs ar
submits them to the AFPDC or the CPDC. The AFPDC maintains the total consolidated requirements for
departmental publications.

Reorder Point—The point at which time a stock replenishment requisition would be submitted to
maintain the predetermined or calculated stockage objective. The sum of the safety level of supply plus
the level for order and shipping time equals the reorder point.

Requisition—A formal request for a publication or blank form.

(Added-AFRC) Reserve Publishing Distribution Office—The Air Force Reserve Command activity
that distributes AFRC forms and publications under a specific RPDO account assigned by the CPDC.
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Attachment 2

NON-AIR FORCE PUBLICATIONS USED IN THE AIR FORCE

Table A2.1. NON-AIR FORCE PUBLICATIONS USED IN THE AIR FORCE

is-

ters (published by DLA)

LI | Publication/ltem Requisitioned By | How To Get Copies

N

E

1 | Business and Defense Services AcCustomer Send letter request to nearest [Pe-
ministration (BDSA) publications partment of Commerce Field Of-

fice.

2 | Office Personnel Management PynCAR/PDO Order from AFPDC unless indgx
lications (those prescribed for AF shows another source.
use in 36 series publications)

(AFIND 13)

3 | Commercial technical library publi-
cations

4 | Summary of Changes farCustomer Send letter approved by local Stff
Courts-Martial Manual (MCMUS Judge Advocate to HQ USAF/JAE,
SUM of CHGS) 1420 Air Force Pentagon, Wash QJC

20330-1420.

5 | Courts-Martial Manual (MCMUS) | CAR/PDO Order from AFPDC.

6 | Defense Communications Agen¢yCustomer Establish permanent requiremeits
publications (indexed in DCA No- by sending DCA Form 117 or a I%
tice 210-0-1) ter to Director, Defense Commur}i-

cations Agency, Attn: Code 21},
Wash DC 20305-2000.

7 | Digest of Opinions, The Judge Ad-Customer Send letter approved by local Stff

vocate General of the Armed Forces Judge Advocate to HQ USAF/JAE,
1420 Air Force Pentagon, Wash (JC
20330-1420.

8 | Federal Supply cataloging publica.-CAR/PDO When required for Air Force Catg-

tions (indexed in S-2A-1) loging functions, submit AF Formgs
124 or 764 to 645 MSSQ/MSIAPL
4165 Communications Suite B,
Wright-Patterson AFB OH
45433-5603.

9 | GSA Catalogs, Supplements anCAR/PDO Send letter or requisition form to tje
Stores Stock Catalog Notices GSA regional office servicing yoyr

area. State whether continued
tribution is desired.

10 | Industrial Security Bulletin and Let- CAR/PDO ID only. No stock.
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11

Contracting Publications (Fedetr

Supplements to FAR, Federal A
quisition Circulars (FAC), etc.
(AFIND 4)

C-

aCAR/PDO
Acquisition Regulation (FAR), AR

Order form AFPDC.

12

Federal Joint Travel Regulation

CAR/PDO

Order from AFPDC.

83




Attachment 3
SOME AIR FORCE PUBLICATIONS NOT COVERED BY THIS INSTRUCTION

Table A3.1. SOME AIR FORCE PUBLICATIONS NOT COVERED BY THIS INSTRUCTION

L | Publication/ltem Source How To Get Copies

I

N

E

1 | Air charting materials See AFI 4-205

2 | Air Force Communications Security (COM-
SEC) and EMSEC publications (AFIND 5

3 | AF Personnel Tests (AFIND 7) See AFI 36-2605

4 | Chaplain publications (Armed Forces HymcAR/PDO Order from AFPDC unless if-
nals, Prayerbooks, Scriptures) dex shows another source

5 | Decalcomanias and other Markings SEE AFI 37-162

6 | Specifications, Standards and Drawings See AFI 21-402
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Attachment 4

IC 97-1 TO AFI 37-161, INFORMATION MANAGEMENT DISTRIBUTION MANAGEMENT
(28 JANUARY 1994)

SUMMARY OF REVISIONS

This interim change (IC) 97-1 provides guidance for managing the dissemination of documents in an elec-
tronic environment.

1.1.6. Generally, the AFPDC and CPDC will no longer distribute paper copies of publications and forms
which have electronic versions. The purpose and use of the publication or form will determine whether
they will be distributed as paper products or available only in an electronic version. In some cases publi-
cations and forms will remain as paper-based products, i.e., classified, FOUO, and publications which
will be carried in aircraft or as pocket references, and spe-cialized publications such as Professional Fit-
ness Exam (PFE Study Guides). Also, forms such as ID cards, decals, tags, medical folders and sets wil
remain as paper products.

1.2.3. Distribution. Host base PDOs will provide all departmental and field publications and forms sup-
port to all customers. PDOs will transmit orders directly to distribution sources (i.e., appropriate MAJ-
COM, numbered Air Force, wing, base) by electronic means (modem, local area network, and/or
diskettes). The lowest common denominator for transmis-sion will be diskettes. Process all requests with
equal priority. PDOs will provide customers with paper copies if the cus-tomer does not have access to
electronic product repositories.

1.4. Responsibilities of HQ USAF/SC, DCS Communications and Information, and SAF/AAD, Director-
ate of Departmental Publishing.

1.4.1. HQ USAF/SCMV Responsibilities. Sets policy for Air Force-wide distribution of publishing prod-
ucts (Publications and Forms) to include electronic products. (See figure 1.1 for management relation-
ships.)

1.4.2. SAF/AAD Responsibilities:

1.4.2.1. Manages the operations of the AFPDC.

1.4.2.2. Publishes the Air Force Publishing Bulletin (AFPB).
1.4.2.3. Maintains electronic repositories.

1.4.2.4. Maintains an Air Force Liaison Office (AFLO) at the AFPDC to which Air Force activities can
direct inquiries about non-electronic transactions at the AFPDC.

1.4.3. Delete.
1.4.4. Delete.

1.8.6. Make sure that the PDO is included in the base Local Area Network (LAN) to be used (where appli-
cable) for dissemination of electronic products.

1.9.1.4. Logs onto the AF WWW site (http://afpubs.hg.af.mil) or the AFPDL on the 15th of each month,
downloads publication files from a separate file designated as those pubs produced during the prior 30
days, and prints and fills or-ders for customers who have requirements for paper publications.
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1.9.6.1. All AF indexes (AFIND) and a copy of the Air Force Electronic Publication Library (AFEPL), or
access to the Air Force Publishing Distribution Library (AFPDL).

1.10.2.1. Establish quantity requirements with the PDO for Functional "F" and Limited "L" distribution
items and for other miscellaneous items that are in printed format. Ensure that the organization is included
in the Base Local Area Net-work (LAN) to provide the organization access to electronic products.

1.10.2.2. Keep requirements up-to-date and maintain current records. Ensure requirements for paper cop-
ies are deleted whenever there is access to electronic publications or forms.

1.16. Using the Air Force Publishing Bulletin (AFPB). OPRs use the AFPB to inform publishers and
users of their publications requiring distribution in electronic and paper format. SAF/AAD publishes the
AFPB every 2 weeks. Part | lists publications, and part Il lists forms; each part is divided into sections that
show the status of items in all phases of work. The PDOs distribute it promptly to their CARSs, either elec-
tronically or as paper, based on their established requirements. The PDO does not maintain stock.

1.16.1.4. Section D, Publications Distributed and Posted. This section lists each publication that the
AFPDC distributed in paper output since the preceding PB. If the shipment is not received after a reason-
able transit item, initiate a tracer action, AF Form Tracer/Excess Report/Inquiry, with the AFPDC.

It also lists items posted to the electronic servers since the preceding PB.

3.6. Stationery items for members of the Senior Executive Service (SES). There are now two stationery
items along with envelopes available for members of the SES:

3.6.1. AF Form 3990, SES Invitation (blank format).
3.6.2. AF Form 3991, SES Note paper.

3.6.3. AF Form 1913, Envelopes for invitations.
3.6.4. AF Form 1914, Envelopes for note paper.

3.6.5. Who may use the stationery. These items are available solely for use by members of the SES and
those SES selectees. Submit memorandum signed by SES member to SAF/AAD, 110 Luke Ave., Bolling
AFB DC 20332-9080.
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